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Diversity Management Program

This Bulletin is provided to inform the employees of this Department of various avenues of
additional assistance provided to them. Also, to provide an in-depth explanation of this
Department's commitment to "Zero Tolerance for Discrimination".

Cultural diversity is defined as the difference in race, sex, ethnicity, language, nationality, or
religion among various groups within a community, organization, or nation. Washington, D. C.
is said to be culturally diverse and its residents include members of different groups. This is the
environment in which the emergency care providers of the District of Columbia Fire and EMS
Department must operate.

Sensitivity to cultural diversity has continued to be an integral component of the Department's
training curriculum. We are determined to bring to all employees an understanding of how
biases, prejudices, and stereotypes can negatively impact emergency operations. This effort will
help establish a set of academic and interpersonal skills that allow these individuals to increase
their understanding and appreciation of cultural differences and similarities within, among, and
between groups, though most cultural rules are never written.
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FDB-18 Section 1

Zero Tolerance for Discrimination

As Chief of the District of Columbia Fire and Emergency Medical Services Department, I hereby
express to all employees my commitment and that of the entire agency to a policy of zero
tolerance for discrimination. All supervisors and employees of this agency will actively support
and enforce the laws against discrimination as they relate to members of this agency, the citizens
of the District of Columbia, or anyone else we serve.

Discrimination is illegal and violates local and federal law. Discrimination creates a negative
atmosphere which decreases productivity, diminishes morale, destroys professionalism, and
undermines the integrity of an organization. Therefore, I regard adherence to and enforcement of
the laws against discrimination as the legal responsibility and professional obligation of all
employees.

The leadership of this agency is committed to teaching workers about inclusion, respect, treating
people with dignity and fairness, being responsive to the needs of diverse communities,
increasing knowledge and understanding of different cultures, and providing professional and
equal care for all of our clients.

Under this zero tolerance policy, no one will be discriminated against because of age, color,
disability, gender, marital status, medical condition, national origin, race, religion, sexual
orientation, family responsibility, personal appearance, or political affiliation. I will not condone
the refusal of any member of this agency to provide emergency services in an acceptable and
professional manner. I will exercise my disciplinary authority swiftly and sternly under the law
against any employee of this organization proven to have discriminated against any individual.

This agency*s conrmitment to zero tolerance for discrimination is consistent with the Mayor*s
belief that everyone matters.

Ronnie Few
Acting Fire/EMS Chief

G.O. 14-00



Section 2

Equal Employment Opportunity Rules Governing Complaints of
Discrimination in the District of Columbia Government

The Mayor of the District of Columbia pursuant to the District of Columbia Self-Government
and Governmental Reorganization Act and Section 303 of D.C. Law 2-38, D.C. Code 1-2543
(1981) hereby gives notice of adoption as of the date of this publication in the D.C. Register of
the Equal Employment Opportunity Rules Governing Complaints of Discrimination in the
District of Columbia Government. Those rules were published as proposed rule making e
changes were deemed necessary after consideration of comments received. These rules shall take
effect upon publication of this Notice.



Section 2
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Title 4                                                     District of Columbia Municipal Regulations

100 SCOPE

100.1 The provisions of this chapter shall apply to all District government agencies
subject to the Act.

AUTHORITY: Unless otherwise noted the authority for the chapter is §303 of the District of Columbia Human Rights Act  of 1977.
DC Law 2-38 (DC Code § 1-2543)

SOURCE: Final rule making published at 31 DCR 56 (January 6, 1984).

COVERAGE

101.1 The provisions of this chapter shall govern the processing of any matter involving
discrimination on grounds of race, color, religion, national origin, sex, age,
marital status, personal appearance, sexual orientation, family responsibilities,
matriculation, physical handicap, or political affiliation in connection with any
aspect of District Government employment.

101.2 The procedures set forth in this chapter shall apply to matters presently pending or
hereafter filed with a District of Columbia agency.

101.3 Nothing in this chapter shall be construed to supersede any federal or District law
nor to invalidate any proceedings commenced under the authority of any prior
regulations.

101.4 Sexual harassment shall be deemed to be a form of sex discrimination which is
prohibited under District laws and regulations, including this chapter.

101.5 Employees of the District of Columbia shall have certain rights to file complaints
with the United States Equal Employment Opportunity Commission pursuant to
§706 of the Civil Rights Act of 1964, as amended, 42 U.S.C. §2000e-5, and to
pursue remedies provided for in the Age Discrimination in Employment Act as
amended, 29 U.S.C. §§626.633.

SOURC E: Final rule making published at 31 DC R 56 (January 6, 1984 ).

102 POLICY

102.1 It shall be the policy of the Government of the District of Columbia in connection
.with any aspect of District government employment to do the following:

G. O. 10-98
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(a) To prohibit sexual harassment;

(b) To prohibit retaliation for filing Equal Employment Opportunity (EEO)
complaints;

(c) To provide equal employment opportunity for all persons; and

(d) To prohibit discrimination in employment because of race, color, religion,
national origin, sex, age, marital status, personal appearance, sexual
orientation, family responsibilities, matriculation, physical handicap, or
political affiliation.

102.2 Sufficient resources shall be provided to administer the District's Equal
Employment Opportunity program in a positive and effective manner.

102.3 A continuing program shall be conducted to eradicate every form of prejudice or
discrimination based upon race, color, religion, national origin, sex, age, marital
status, personal appearance, sexual orientation family responsibilities,
matriculation, physical handicap, or political affiliation in connection with any
aspect of District government employment.

102.4 The head of each District government department and agency shall be required to
take affirmative action within that department or agency to assure equal
opportunity in every aspect of employment.

SOURCE: Final rule making published at 31 DCR 56, 58 (January 6, 1984).

103 RESPONSIBILITIES OF THE DIRECTOR, EEO

103.1 In addition to other duties for purposes of this chapter, the Director, EEO shall
advise the Mayor with respect to the preparation of plans, procedures, regulations,
reports and other matters pertaining to the provisions of this chapter.

103.2 The Director, EEO shall prepare all reports in connection with the equal
employment opportunity program as may be required by the Mayor or the U.S.
Equal Employment Opportunity Commission.

103.3 The Director, EEO shall recommend changes in policy practices and procedures
designed to eliminate discriminatory practices and to improve the Mayor's
program for equal employment opportunity.

G. O. 10-98
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103.4 The Director, EEO shall establish a system for periodically evaluating the
effectiveness of the District government's overall equal employment opportunity
program including the rules and when appropriate report to the Mayor with
recommendations for any improvement or correction needed including remedial
or disciplinary action with respect to managerial or supervisory employees who
have failed to carry out the provisions of the chapter.

103.5 The Director, EEO shall prepare the model for affirmative action programs.

103.6 The Director, EEO shall consult with agency heads regarding the suitability of
persons appointed or designated pending appointment or designation as
departmental EEO Officers EEO Counselors Women's Program's Manager and
Hispanic Program Coordinators.

103.7 The Director, EEO shall issue guidelines and procedures for counseling by an
EEO Counselor of any aggrieved employee or applicant for employment who
contends that he or she has been discriminated because of race, color, religion,
national origin, sex, age, marital status, personal appearance, sexual orientation,
family responsibilities, matriculation, physical handicap or political affiliation in
connection with any aspect of District government employment.

103.8 The Director, EEO shall receive and investigate complaints of alleged
discrimination in personnel matters from employees who contend that they have
been discrimination against because of race, color, religion, national origin, sex,
age, marital status, personal appearance, sexual orientation, family
responsibilities, matriculation, physical handicap or political affiliation in
connection with any aspect of District government employment.

103.9 The Director, EEO shall publicize to all District government employees the name
and addresses of the Director, EEO, the District Government's Women's Program
Manager and the Hispanic Program Coordinator.

103.10 The Director, EEO shall submit to the Director of Personnel for prior review all
recommendation of in depth investigation or statistical reports when the
recommendation or reports relate to or would effect in any manner programs
involving the employment employee relations or other personnel action of the
District government.

103.11 The Director, EEO shall designate when necessary in the interest of fairness and

G. O. 10-98



Title 4 District of Columbia Municipal Regulations

 Justice, At-Large EEO Counselors to handle EEO problems on an informal basis. An At-Large  
EEO Counselor need not be an employee of the Department for which counseling service is  
provided.

103.12 The Director, EEO shall designate a Women's Program Manager for the District
government with responsibilities for advising the Director, EEO on matters
affecting the employment and advancement of women.

103.13 The Director, EEO shall designate a Hispanic Program Coordinator for the
District government who shall advise the Director, EEO on the special concerns
of persons of Hispanic origin to ensure that specific actions are taken to provide
equal opportunity for people of Hispanic origin.

SOURCE: Final rule making published at 31 DCR 56, 59 (January 6, 1984).

104 RESPONSIBILITIES OF AGENCY HEADS

104.1 Each District agency heads shall do the following:

(a) Be personally responsibilities and accountable for execution of the EEO
program within his or her agency:

(b) Establish procedures whereby each complaint is reviewed promptly and processed 
            promptly at every subsequent stage and cause agency records to reflect each date   
            of review and the action taken:

(c) Appoint or designate one (1) or more EEO Officers, EEO Counselors, Women's     
            Program Manager and Hispanic Program Coordinators:

(d) Upon request of the Director of EEO, consult with him or her regarding the            
            suitability of persons appointed or designated EEO Officers, EEO Counselors,       
           Women's Program Manager and Hispanic Program ' Coordinators and shall upon    
             request, review appointments or designations and advise the Director, EEO of the 
             determination. Consultation between department heads and the Director of EEO    
            prior to appointment or designation of EEO Counselors, EEO Officers, Women's   
            Program Coordinators and Hispanic Program Coordinators is encouraged:

(e) Publicize to agency employees by posting on agency bulletin boards, the
                        following:
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(1) The name, office, address and telephone number of each agency EEO         
    Counselor and the organizational units served;

(2) Inform employees that they may contact an EEO Counselor outside their    
                                   organizational unit if desired and the time limit for contacting an EEO         
                          Counselor;

(3) The availability of the EEO Counselor to counsel an employee or qualified 
             applicant for employment who believes he or she has been discriminated   
             against because of race, color, religion, national origin, sex, age, marital    
           status, personal appearance, sexual orientation, family responsibilities,        
       matriculation, physical handicap or political affiliation in connection with   
           any aspect of District government employment; and

(f) Inform employees and applicants of the requirement that an employee or
qualified applicant shall consult the EEO Counselor within one hundred
eighty (180) calendar days after the alleged unlawful employment practice
occurred or within one hundred-eighty (180) calendar days of the
discovery of the occurrence giving him or her cause to believe that he or
she has been discriminated against whichever is earlier within thirty (30)
calendar days.

104.2 Each District Government Agency head shall also publicize to all agency employees and
post permanently on official bulletin boards the name, address and telephone number of
the Director, EEO, each agency EEO Officer, the agency EEO Counselors. Women's
Program Manager and the District government, and agency Hispanic Program
Coordinators.

104.3 Each District Government Agency head shall ensure that equal opportunity for women is
an integral part of the agency's overall program by assigning to the Women's Program
Manager the function of advising in matters affecting the employment and advancement
of women.

104.4 Each District Government Agency head shall ensure that equal opportunity for persons of
Hispanic origin is an integral part of the agency's overall program by assigning to the
Hispanic Program Coordinator the function of advising on matters affecting the
employment and advancement of those of Hispanic origin.

104.5 Each District Government Agency head shall make reasonable accommodation
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or the religious needs of applicants and employees including the needs of those who
observe Sabbath on a day other than Sunday, when that accommodation can be made
without undue disruption to the business of the agency.

SOURCE: Final rule making published at 31 DCR 56, 60 (January 6, 1984).

105 PRE-COMPLAINT PROCESSING

105.1 An employee who believes that he or she has been discriminated against because
of race, color, religion, national origin, sex, age, marital status, personal appearance
sexual orientation, family responsibilities, matriculation, physical handicap, or political
affiliation in connection with any aspect of District government employment shall consult
an EEO Counselor within one hundred eighty (180) calendar days of the occurrence of
the alleged unlawful discriminatory practice or within one hundred-eighty (180) calendar
days of his or her discovery of the occurrence, except that a complaint of sexual
harassment may
be filed directly with the office..

105.2 The EEO Counselor shall then do the following:

(a) Make an inquiry and review the matter;

(b) Seek a solution of the matter on an informal basis;

(c) Counsel the complainant or his or her representative concerning the issues
of the matter;

(d) Keep a record of counseling activities so as to brief, periodically, the agency EEO  
          Officer on those activities;

(e) When advised by the Director, EEO that the complaint of discrimination
has been accepted and is under investigation, submit a written report to the
agency EEO Officer, with a copy to the complainant, his or her
representative, and the Director, EEO summarizing his or her actions and
advice to solve the matter within the department including, but not limited
to the following:

1. A thorough review of the circumstances under which the alleged
discrimination occurred;
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(2) The treatment of members of the complainant's group, if any,
identified by the complaint as compared with-the treatment of other
employees in the organization unit in which the alleged
discrimination occurred;

(3) The examination of pertinent records; and
(4) The review of any policies and practices related to the work

situation which may constitute or appear to constitute
discrimination even though they have not been expressly cited by
the complainant.

105.3 The EEO Counselor shall, insofar as is practicable, conduct the final interview
with the complainant not later that twenty-one (21) calendar days after the date on
which the matter was called to his or her attention by the complainant.

105.4 The EEO Counselor shall advise the complainant in writing in the final interview
of the complainant's right to file a formal complaint with the Director, EEO,
within fifteen (15) calendar days of the final interview if the matter has not been
resolved to complainant's satisfaction.

105.5 A formal complaint to the Director, EEO shall be filed by the complainant within
fifteen (15) calendar days after the final interview has been conducted by the EEO
Counselor.

105.6 Complaints filed after the fifteen (15) calendar day period specified in section
105.4 shall be deemed untimely and dismissed by the Director, EEO.

105.7 In any event, and regardless of whether or not the EEO Counselor completes his
or her review and action within the time limits, a complainant shall be fi-ee to file
a complaint with the Director, EEO at the expiration of the twenty-one (21) day
review period set forth in § 105.3.

105.8 If a final interview is not conducted by the EEO Counselor, the complainant may
file a formal complaint to the Director, EEO within sixty (60) calendar days after
the date on which the matter was called to the attention of the EEO Counselor,
pursuant to § 105.1.

105.9 Complaints filed beyond the sixty (60) calendar day period specified in § 105.8
shall be deemed untimely and dismissed by the Director, EEO.
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105.10 The EEO Counselor shall not reveal the identity of a complainant who has come
to the Counselor for consultation, except when authorized to do so by the complainant in
writing, until a complaint of discrimination has been filed with the Director, EEO.

105.11 The EEO Counselor shall be free from restraint, interference, coercion, discrimination, or
reprisal and shall be given the assistance and cooperation of the department or agency in
connection with the performance of his or her duties under this chapter.

105.12 At any stage in the proceeding under this chapter the complainant shall be free
from restraint, interference, coercion, discrimination, or reprisal, and shall have the right
to be accompanied, represented, and advised by a representative of his or her own
choosing.

105.13 If the complainant is an employee of the District government, he or she shall have
a reasonable amount of official time for preparation and presentation os his or complaint.

105.14 If the complainant designates and employee of the District government as his or
her representative, the representative shall be free from restraint, interference, coercion,
discrimination, or reprisal, and shall have a reasonable amount of official time to prepare
and present the matter.

105.15 Whenever a matter is submitted to the EEO Counselor under the provisions of this
chapter with respect to a pending appointment, promotion, transfer, reduction-in
force, termination, disciplinary action, or other adverse action, the agency head
shall hold the action in abeyance until this matter is resolved by the EEO
Counselor, EEO Office, or EEO Officer, or until the complainant has exercised
his or her opportunity to file a formal complaint with the Director, EEO.

105.16 The requirements of § 105.15 shall be suspended by the Director, EEO, pending a
resolution of the matter, if it is shown that immediate and irrevocable harm to the
agency will result or there will be a substantial interference with the efficient
operation of the agency.

105.17 The requirements of § 105.15 may be waived by agreement between the agency
head and the Director, EEO if sufficient and appropriate opportunities will be
available to provide relief to the complainant if the assertion of discrimination is
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upheld, or where the agency head effects the action on a temporary basis and subject to
reversal if the complainant's assertion of discrimination is upheld.

SOURCE: Final rule making published at 31 DCR 56. 62 (January 6. 1984).

106 FILING AND PRESENTATION OF COMPLAINTS

106.1 A verified and written complaint of discrimination shall be submitted by the
complainant, in person to the Director, EEO within fifteen (15) calendar days of
the date of the complainant's final interview with the EEO Counselor.

106.2 The time limit for filing may be extended by the Director, EEO upon a showing
by the complainant that good cause prevented the complainant from submitting
the complaint within the prescribed time limit.

106.3 Upon filing of a complaint the Director, EEO shall provide a copy to the agency
in which the complainant is employed.

106.4 At any stage in the presentation of a complaint, including the pre-complaint
counseling stage, the complainant shall have the right to be represented,
accompanied, and advised by a representative of his or her choosing.

106.5 The Director, EEO may dismiss or reject a complaint of discrimination for the
following reasons:
(a) It is not timely filed;
(b) It is not within the scope of this chapter; or
(c) The complainant fails to prosecute the complaint.

106.6 In the event of such rejection or dismissal, the Director, EEO shall transmit the
decision by letter to complainant or his or her representative, which shall inform
the complainant or his or her representative of complainant's right to request
reconsideration or the reopening of the case by the Director, EEO pursuant to
§ 114.4. A copy of the decision shall also be transmitted to the respondent agency.

106.7 In order to resolve each complaint expeditiously, -the complainant and the District
government shall proceed with the complaint without undue delay so that the
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complaint is resolved, insofar as practicable, within one hundred-eighty (180) calendar
days after is receipt by the Director, EEO, including the time spent processing the
complaint by the Hearing Examiner.

106.8 THIS SECTION HAS BEEN REPEALED.

106.9 The complainant shall be responsible for prosecuting the complaint without undue
delay so as to permit resolution of the complaint within the prescribed time limits.

106.10 The complainant shall provide reasonable assistance and all pertinent information
 to the Office of Human Rights (OHR) staff in processing the complaint.

106.11 The Director, EEO may dismiss a complaint if the complainant fails to process the
 complaint without necessary delay or may adjudicate the complaint on the basis

of the existing record if sufficient information for that purpose is available.

106.12 Officers and employees of District government agencies and departments in
which a complaint arises under this chapter shall not cause hardship, delay, or
interference with the efforts of the EEO counselor, the complainant or the
complainant's representative, staff members of the OHR, or the Hearing
Examiner, in their efforts and activities to process the complaint to a resolution.

106.13 All District agencies and departments shall make every effort to make available as
witnesses at hearings those employees whose testimony is determined to be
necessary by the Hearing Examiner.

106.14 A complaint may be amended by the complainant at any time prior to the issuance
of a summary determination pursuant to § 109, or a decision following a hearing
pursuant to § 114.

106.15 An amendment shall be in writing and verified, and shall be submitted by the
complainant or the complainant's representative to the Director, EEO.

106.16 When an amendment is field, the Director, EEO shall serve a copy of the
amendment upon the respondent within five (5) work days of the amendment.

106.17 The respondent shall within five (5) work days after service of the amendment,
file an answer to the amendment.

SOURCE: Final rule making published at 31 DCIt 56.64 (January 6.1984).
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107 INVESTIGATION

107.1 Each complaint shall be promptly investigated by the Office of Human Rights.

107.2 The investigator assigned to a case is authorized to administer oaths and require that the
statement of a witness shall be under oath or affirmation without a pledge of confidence.

107.3 A witness shall not be subjected to any form of restraint, interference, coercion,
discrimination, or reprisal because of consultation with or information provided to the
Office of Human Rights staff:

107.4 The Director, EEO shall arrange, upon written request, to furnish the complainant,
the complainant's representative, the appropriate agency EEO Officer or the agency head
a copy of the investigative file upon completion of the investigation.  The cost of
reproduction shall be borne by the department or agency in which the complaint arose.

107.5 The investigator, upon completion of the investigation, shall submit in writing to the
Director, EEO a statement of proposed findings of fact, conclusions and
recommendations.

107.6 The activities of the Director, EEO under this chapter shall be considered investigations
or examinations of municipal matters within the meaning of the Act of July 1, 1902,
(D.C. Code §1-331) and §3 of D.C. Law 3-109, D.C. Code §1-338 (1992 Repl. Vol.), and
the Director, EEO and hearing officers shall possess the powers vested in the Mayor by
those statutes.

SOURCE: Final rule making published at 31 DCR 56, 66 (January 6, 1984).

108 ADJUSTMENTS OF COMPLAINTS

108.1 At any time during the course of the investigation of a complaint under §107, the
Director, EEO may review the investigative file and may propose terms for
adjustment of the complaint to the head of the agency in which complaint arose.

108.2 Every effort shall be made to adjust a complaint informally. For example, a complaint
may be settled through voluntary action of an agency head to correct the situation out of
which the complaint arose, and the withdrawal of the complaint by the complainant.
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108.3 If an adjustment of the complaint is achieved, the terms of the adjustment shall be
reduced to writing and made part of the complaint file. A copy of the terms of
adjustment shall be given to the agency EEO Officer and the complainant or the
complainant's representative, and the complaint file shall be closed.

108.4 Where a complaint has not been settled, dismissed or is the subject of a summary
determination, the Director, EEO may, after investigative efforts, determine whether
reasonable cause exists to believe that a violation has occurred. A determination as to
reasonable cause shall be based on, and limited to, evidence obtained by the Office and
does not reflect any judgement on the merits of allegations not addressed in the
determination.

108.5 A letter incorporating the determination of reasonable cause and the basis for the finding
shall be served on the complainant or a representative and the respondent agency, along
with a notice inviting the parties to conciliate.

108.6 The respondent agency shall, within (15) calendar days or receipt of the letter of
determination, notify the Director, EEO in writing, of its decision to enter into
conciliation.

108.7 If the respondent agency accepts the invitation to conciliate, the Director, EEO
shall set a date for a post determination conciliation conference to be held within
twenty (20) calendar days of the receipt of the agency's acceptance.

108.8 If the parties cannot agree to a settlement, or if the agency fails to respond within
the fifteen (15) days prescribed in §108.6, or declines the invitation to conciliate,
the Director, EEO shall notify the complainant in writing of the opportunity for a
hearing, of the right of the complainant to a summary determination as provided
in § 109.

108.9 The Complainant shall have fifteen (15) calendar days from the receipt of the
notice prescribed in § 108.8 to notify the Director, EEO in writing of the
complainant's request for a hearing or a summary determination.

SOURCE: Final rule making published at 31 DCR 56, 66 (January 6, 1984).

109 SUMMARY ACTION ON COMPLAINTS

109.1 If no adjustment is agreed upon during the course of an investigation, or following
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conciliation efforts, the Director, EEO may make a summary determination on the merits
of a complaint based solely upon information in the complaint file.

109.2 In making a summary determination, the Director, EEO may issue an order to the
department head requiring appropriate remedial action including, but not limited to,
hiring, reinstatement, promotion, recession of adverse action, or award of compensatory
credits which are authorized by existing personnel regulations and statutes.

109.3 The Director, EEO may issue an order dismissing the complaint for lack of reasonable
cause to credit the allegations.

109.4 Any order issued-by the Director, EEO shall be in writing and shall advise the
complainant and the agency head of their right to request reconsideration or the reopening
of the case by the Director, EEO pursuant to § 114.4.

109.5 Within fifteen (15) days after issuance of any order by the Director, EEO, either party
may request reconsideration or the reopening of the case, pursuant to § 114.4.

109.6 THIS SECTION HAS BEEN REPEALED.

109.7 If the Director, EEO determines that a matter is not appropriate for summary
determination, the complainant shall be advised of the right to a formal hearing, before an
independent hearing examiner with a subsequent decision by the Director, EEO based
upon the Hearing Examiner's report and recommendations.

109.8 The complainant shall have fifteen (15) calendar days from receipt of the notice to notify
the Director, EEO whether or not he or she wishes to have a hearing.

109.9 If the complainant fails to request a formal hearing within fifteen (15) calendar days in
accordance with § 109.8, the Director, EEO may make a determination on the merits of
the complaint based solely upon information in the complaint file, and may dismiss the
complaint or order remedial action.

SOURCE: Regulation No. 73-22, approved Nowmhrr 16. 1973, !Mayor's Order 75-230, dated October 31, 1975, 34
DCRR as amended by Final rule making published at 31 DCR 56, 67 (January 6, 1984).

110 CONDUCT OF HEARINGS BY HEARING EXAMINERS
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110.1 The Director, EEO shall notify all necessary parties in writing that a hearing will be held.

110.2 Hearings shall be held. by a qualified Hearing Examiner who shall not be an
employee of the department in which the complaint arose, and who shall not have
investigated the complaint, or taken or reviewed an action giving rise to the
complaint being heard.

110.3 The Director, EEO shall select a Hearing Examiner from among impartial employees of
the District government qualified to conduct a hearing on a discrimination complaint.

110.4 In addition to any other power specified in this chapter, a Hearing Examiner shall
have the power to do the following:

(a) Hold pre-hearing conferences to narrow the issues of the complaint, provide
notice and information of the hearing procedure, and to take other actions deemed
necessary to expedite the hearing;

(b) Administer oaths and affirmations;

(c) Examine and cross-examine witnesses;

(d) Request the issuance of subpoenas authorized under this chapter;

(e) Rule upon offers of proof and receive evidence;

(f) Regulate the course and conduct of the hearing, including the following:

(1) Continuing the hearings to a later date or different place by
announcement at the hearings or other appropriate notice;

(2) Taking official notice of any material fact;

(3) Ruling upon the admissibility of evidence and testimony;

(4) Determining whether the hearing will be open to the public; and

(5) Taking appropriate measures to assure that there shall be no
interference with the orderly conduct of the hearing; and
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(g) Prepare and deliver to the Director, EEO a Hearing Examiner's report
which shall include a brief and concise statement of the history of the
subject matter of the hearing, findings of fact, conclusions of law, analysis,
and a recommendation or proposed order.

110.5 The Director, EEO shall transmit the complaint file to the Hearing Examiner.

110.6 The Hearing Examiner shall review the complaint file to determine whether further
investigation is needed before scheduling the hearing.

110.7 If the Hearing Examiner determines that further investigation is needed, the Hearing
Officer shall either return the complaint file to the Director, EEO for further investigation
or arrange with Director, EEO for the appearance of witnesses necessary to supply the
needed information at the hearing.

110.8 The Hearing Examiner shall schedule the hearing for a convenient time and place.

110.9 The Director, EEO shall provide the Hearing Examiner adequate space, appurtenances
and services necessary for the hearing.

SOURCE: Regulation No. 73-22, approved November 16, 1973, Mayor's Order 75-230, dated October 31, 1975, 34
DCRR, as amended by Final rule making published at 31 DCR 56, 67 (January 6, 1984).

111 HEARING PROCEDURES

111.1 The Hearing Examiner shall conduct the hearing so as to bring out pertinent facts,
including the production of pertinent documents.

111.2 The Hearing Examiner shall permit wide latitude in the introduction of evidence, but
shall exclude irrelevant and unduly repetitious evidence.

111.3 The Hearing Examiner shall receive only evidence, testimony or information. which may
have a bearing upon the complaint or upon any other employment policy or practice
related to the complaint.

111.4 The Director, EEO may designate an employee of the Office of Human Rights who shall,
to aid in a complete, fair and impartial hearing, have full opportunity to participate in the
presentation of the case, as warranted by the issues of the matter.

111.5 District government employees shall be required to serve as witnesses at hearings
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held under the provisions of this chapter. Absence from regular duty to serve as a pay
witness shall be without charge to leave or loss in pay.

111.6 Witnesses may be requested by the complainant or the complainant's representative,
subject to the approval of the Hearing Examiner of the reasons given by either party as to
the need for the witnesses.

111.7 The Hearing Examiner shall request the Director, EEO to make available as a witness at
the hearing any District employee whose appearance the appeals examiner deems
necessary.

111.8 The Hearing Examiner shall request the Director, EEO to make available any other
person whose appearance the Hearing Examiner deems necessary.

111.9 The denial of a request for the appearance of a person as a witness by the Hearing
Examiner shall include the reasons for denial and shall be entered into the record of the
hearing.

111.10 Request for witnesses may be submitted to the Director, EEO in writing by either
party not later than three (3) working days in, advance of the scheduled hearing date.

111.11 Each agency head shall make employees available to serve as witnesses whenever it is
administratively possible and practicable to do so.

111.12 Reasons for denial by an agency head of a request for the service of an employee as a
witness shall be sent in writing to the Director, EEO with a copy to the Hearing Examiner
for inclusion in the complaint record and the hearing record.

111.13 If the explanation is inadequate, the Hearing Examiner shall advise the Director, EEO and
request the Director, EEO to order the employee made available as a witness at the
hearing.

111.14 An agency head shall be required to make the employee available when directed by
notice from the Director, EEO.

111.15 If the explanation is adequate, the Hearing Examiner shall insert it in the record of the
hearing, provide a copy to the complainant and the agency, and make arrangements to
secure testimony from the employee through written interrogatories.
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111.16 Witnesses shall not be subjected to restraint, interference, coercion, discrimination,
intimidation, or reprisal in presenting testimony or because having
given testimony.

SOURCE: Final rule making published at 31 DCR 56, 69 (January 6, 1984).

112 RECORDS AND TRANSCRIPTS OF HEARINGS

112.1 Each hearing shall be recorded and transcribed verbatim.

112.2 The record shall consist of the complaint file, exhibits, transcripts and all other documents
submitted to and accepted by the Hearing Examiner related to the subject matter of the
hearing and made a part of the record.

112.3 The Director, EEO shall be responsible for the reproduction of records, at the expense of
the respondent agency.

112.4 A copy of the verbatim transcript shall be furnished the complainant or the complainant's
representative, the Hearing Examiner, the department concerned, and the Director, EEO
including a copy of each document made a part of the record by the Hearing Examiner.

SOURCE: Regulation No. 73-22, approved November 16, 1973, Mayor's Order 75-230, dated October 31, 1975, 34
DCRR, as amended by Final rule making published at 31 DCR 56, 71 (January 6, 1984).

113 FINDINGS AND RECOMMENDATION OF THE HEARING EXAMINER

113.1 Within thirty (30) days time after receipt of the transcript or post hearing submissions,
whichever is later, the Hearing Examiner shall transmit to the Director, EEO the
following:

(a) The complaint file;

(b) The record of the hearing;

(c) A report including a brief and concise statement of the history of the subject
matter of the complaint;

(d) Findings of fact; .

(e) Conclusions of law; and
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(f) Analysis, and recommendations, or proposed order.

113.2 A copy of the Hearing Examiner's report shall be transmitted to the complainant or the
complainant's representative and to the agency representative, including a notice of the
date on which the report was transmitted to the Director, EEO.

113.3 Any party who is aggrieved by the adoption of the Hearing Examiner's report and
proposed recommendation or order, may, within twenty (20) days after receipt of the
report, submit to the Director, EEO a proposed substitute order or findings along with
arguments in support of the proposed substitute.

SOURCE: Regulation No. 73-22, approved November 16, 1973, Mayor's Order 75-230, dated October 31,

1975, 34 DC RR, as amende d by Final rule malting published at 31 DC R 56, 71 (January 6,198 4).

114 FINAL DECISION OF THE DIRECTOR, EEO

114.1 Following receipt of the Hearing Examiner's recommendations or proposed decision or
order, and any argument or proposed substitute order or findings submitted by a party, the
Director, EEO shall do one of the following:

(a) Render a final decision which may adopt, reject, or modify the decision of the
Hearing Examiner; or

(b) Remand the matter for further hearings.

114.2 If the Director, EEO rejects or modifies the recommended decision of the Hearing
Examiner, the final decision of the Director shall set forth in detail the specific reasons
for rejection or modification.

114.3 The final decision of the Director, EEO shall be served on the complainant or the
complainant's representative and the agency representative.

114.4 Either party may file a written request with the Director, EEO for reconsideration or the
reopening of a case within fifteen (15) days from the date of issuance of the final
decision.

114.5 A request for reopening will only be considered if the requesting party demonstrates that
there is newly discovered evidence that is competent, relevant, and material and was not
reasonably discoverable prior to issuance of the final decision by the Director, EEO and
that such evidence, if credited, would alter the ultimate outcome in the case.
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114.6 The final decision of the Director, EEO on a complaint for which there has been no
hearing shall be transmitted by letter to the complainant or the complaint's representative
and the agency representative stating the basis for the decision, including findings of fact,
analysis, and conclusions of law.

114.7 The letter transmitting the final decision of the Director, EEO shall advise the parties of
their right to request reconsideration or the reopening of the case pursuant to § 114.4 or to
seek judicial review of the decision by a court of competent jurisdiction.

114.8 If either party requests reconsideration or the reopening of the case pursuant to § 114.4,
and the Director, EEO determines that the case should be reconsidered or reopened, the
Director, EEO shall inform the parties that the case is being reconsidered or reopened and
that the final decision previously issued by the Director, EEO is vacated.

114.9 If neither party requests reconsideration or the reopening of the case pursuant to § 114.4,
the final decision of the Director, EEO shall become the final administrative action of the
District government fifteen (15) calendar days after issuance of the decision, and the
parties shall be deemed to have exhausted all administrative remedies.

114.10 If the Director, EEO decides not to grant a request for reconsideration or to reopen a case,
the Director, EEO shall so notify the parties in writing, and at the time the notification is
issued, the decision previously issued shall become the final administrative action of the
District government.

114.11 If no action is taken on a request for reconsideration or to reopen a case within one
hundred twenty (120) days, the request shall be deemed disapproved and the decision
previously issued shall become the final administrative action of the District government.

114.12 In the interests of justice, the Director, EEO may sua sponte reopen or reconsider any
case in which the Director, EEO has issued a decision at any time prior to the filing of an
appeal by either party with a court of competent jurisdiction.

114.13 If the Director, EEO decides to reconsider or reopen a case pursuant to § 114.12,
the Director. EEO shall inform the parties that the case is being reconsidered or reopened
and that the decision previously issued by the Director, EEO is vacated.

SOURCE: Final rule making published at 31 IX'R 56, ?2 (January 6, 1984).
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115 APPEAL TO THE CITY ADMINISTRATOR

115.1 THIS SECTION HAS BEEN REPEALED.
115.2 THIS SECTION HAS BEEN REPEALED.
115.3 THIS SECTION HAS BEEN REPEALED.
115.4 THIS SECTION HAS BEEN REPEALED.
115.5 'THIS SECTION HAS BEEN REPEALED.
115.6 THIS SECTION HAS BEEN REPEALED.
115.7 THIS SECTION HAS BEEN REPEALED.
115.8 THIS SECTION HAS BEEN REPEALED.

SOURCE: Final rule making published at 31 DCR 56, 73 (January 6, 1984).

116 THE COMPLAINT FILE

116.1 The Director, EEO shall establish and maintain a complaint file containing all documents
pertinent to each complaint.

116.2 The complaint file shall not contain any document that has not been made available to
the. complainant. The complaint file shall include, as a minimum, copies of the
following:

(a) The complaint.

(b.) The written report of the EEO counselor to the agency EEO Officer on all
 pre-complaint counseling efforts made with regard to the complainant's case.

(c) The investigative file.

(d) A signed written statement of the complainant or the complainant's representative
if the complaint is withdrawn by the complainant.
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(e) The written record of adjustment if the complaint is adjusted informally
under the provisions of this Chapter.

(f) A copy of the letter from the Director, EEO notifying the complainant of the
proposed disposition of the complaint and of the right to a hearing or a decision
by the Director, EEO without a hearing if no adjustment of the complaint is
reached.

(g) A copy of the letter to the complainant transmitting the decision of the Director,
EEO when the decision is made without a hearing under the provisions of this
chapter;

(h) The record of the hearing including the hearing examiner's findings, analysis, and
recommended decision on the merits of the complaint if a hearing is held;

(i) A copy of the letter to the complainant transmitting the final decision of the
Director, EEO is the decision is made after a hearing; and

(j) Any other decisions, notices, or correspondence to or from any party.

SOURCE: Final rule making published at 31 DCR 56, 73 (January 6, 1984).

117 COMPLAINTS OF SEXUAL HARASSMENT

117.1 Allegations of sexual harassment shall be fully investigated, and corrective or disciplinary
action taken if wan-anted.

117.2 Complaining parties shall be required to swear or affirm that the facts stated in the
complaint are true to the best of the person's belief, knowledge and information.

117.3 An investigation shall be conducted on those complaints which are filed by a person who,
at the time of filing, is an employee of the District of Columbia, or a former employee,
who left employment with the District government because of sexual harassment, if filed
within one hundred-eighty (180) days of separation from the District government, and
which are directed against a person who, at the time of filing, is a District employee.

117.4 The complaint file, including all information and documents pertinent to a complaint,
shall be confidential.
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117.5 Only complaints of sexual harassment that concern incidents which occurred within a
period of one (1) year immediately prior to the date -of the complaint is filed shall be
considered.

117.6 The Office of Human Rights shall receive complaints and allegations involving sexual
harassment directed against officers and employees of the District government.

117.7 Complaints shall be investigated and processed in accordance with the procedures
and authorities set forth in this chapter.

117.8 If disciplinary action may be warranted, the pertinent complaint file or files of the Office
of Human Rights shall be made available to the Director of the Office of Personnel.

117.9 Each agency head shall include measures within the Agency's Affirmative Action Plan to
indicate the procedures and authorities that will be established in the agency for providing
work sites free of sexual harassment, for monitoring working conditions so that instances
of sexual harassment will be detected soon after their occurrences, and to provide for
resolution of complaints within each agency.

117.10 Agency Heads who have complaints of sexual brought to their attention shall promptly
investigate and attempt to resolve the complaints.

117.11 If a resolution cannot be reached within an agency within sixty (60) days, the agency
head shall refer the complaint to the Office of Human Rights.

117.12 The brining of a complaint or allegation of sexual harassment to an agency shall not bar
nor preclude the complainant from filing a complaint with the Office of Human Rights
pursuant to this chapter.

SOURCE:. Final rule making published at 31 DC R 56, 73 (January 6, 1984).

118 FREEDOM FROM REPRISAL OR INTERFERENCE

118.1 Witnesses and those who serve in EEO capacities, such as EEO Officers, EEO Counselors,
Women's Program Coordinators, Hispanic Program Coordinators, or those who are
involved in any other way in the EEO Program, or in the EEO.
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complaint process shall be free from restraint, interference, coercion, discrimination and reprisals
at any stage in the presentation of a complaint at either the informal or formal phase or in the
performance of their EEO-related duties.

118.2 A witness or a person who serves in an EEO capacity who alleges restraint, interference,
coercion, discrimination, or reprisal in connection with the presentation of a complaint
under this section or in the performance if his or her EEO related duties, may, if an
employee or applicant, have the allegation reviewed as an individual complaint of
discrimination subject to applicable sections of this chapter.

118.3 In order to avoid any suggestion of restraint, interference, coercion, discrimination, or
reprisal, no information of any kind relating to a complaint of discrimination or the fact
than an employee has made an allegation of discrimination shall be placed in the
employee's personnel records except personnel actions taken as a result of final order by
the Director, EEO, which has been upheld on appeal, if taken.

SOURCE: Final rule making published at 31 DCR 56, 74 (January 6, 1984).

119 REMEDIAL ACTION: APPLICANTS FOR EMPLOYMENT

119.1 When the Director, EEO finds, that an applicant for employment has been discriminated
against and, except for that discrimination, would have been hired, the agency involved
shall offer the applicant employment of the type and grade denied at the first opportunity
that the employment becomes available.

119.2 The offer shall be made in writing.

119.3 The individual shall have fifteen (15) calendar days from receipt of this offer within
which to accept or decline the offer.

119.4 Failure to notify the agency of a decision to accept employment within the fifteen (15)
day period shall be considered a refusal of the offer, unless the individual can show that
circumstances beyond his or her control prevented a timely response.

119.5 If the offer is accepted, the appointment shall be retroactive to the date the applicant
would have been hired, and back pay may be awarded for the retroactive
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period, but not to exceed two (2) years prior to the date the complaint was filed, and
subject to any appropriate deductions required by law or-regulation. During the period of
retroactivity, the complainant shall be deemed to have performed services for all purposes
except for meeting service requirements for completion of a probationary or trial period.

119.6 If the offer is declined, the respondent agency shall award the complainant back pay
subject to the limitations of § 118.5 and shall notify the complainant in its offer, of his or
her right to this award in the event the offer is declined.

119.7 When the Director, EEO finds that discrimination existed at the time the applicant was
considered for employment but does not find that the individual is the one who would
have been hired except for discrimination, the department shall consider the individual
for any existing vacancy of the type and grade for which he or she has been considered
initially and for which he or she is qualified before consideration is given to other
candidates.

119.8 If the individual is not selected, the agency shall record the reasons for non selection.

119.9 If no vacancy exists, the agency shall give the applicant priority consideration for the next
vacancy for which he or she is qualified.

SOURCE: Final rule making published at 31 DCR 56, 76 (January 6, 1984).

120 REMEDIAL. ACTIONS: EMPLOYEES

120.1 When the Director, EEO finds that an employee of an agency was discriminated against
and as a result of that discrimination was denied an employment benefit, or was subjected
to an adverse administrative decision, the agency shall take remedial actions which shall
include one (1) or more of the following, but need not be limited to, these actions:

(a) Retroactive promotion, when the record clearly shows that but for the
discrimination the employee would have been promoted to a higher grade. 
Provided, that the back pay liability may not accrue from a date more than two (2)
years prior to the date the discrimination complaint was filed, or the actual date he
or she would have been. promoted;

(b) If a finding of discrimination was not based on a complaint, the back pay
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liability may not accrue from a date earlier than two (2) years prior to the date the
finding of discrimination was recorded, or the actual date he or she would have
been promoted, whichever is the shorter period;

(c) Consideration for promotion to a position for which he or she is qualified before
consideration is given to other candidates when the record shows that
discrimination existed at the time selection for promotion was made but it is clear
that except for the discrimination the employee would have been promoted. If the
individual is not selected, the agency shall record the reasons for non-selection.

(d) Cancellation of an unwarranted personnel action and restoration of withheld
benefits that would have accrued to the employee;

(e) Expunction from the agency's records of any reference to or any record of
an unwarranted disciplinary action that is not a personnel action; and

(f) Full opportunity to participate in the employee benefit denied the employee (e.g.,
training, preferential work assignments, overtime scheduling), or a reasonable
substitute.

120.2 When a complaint of discrimination is submitted under the provisions of this
chapter with respect to a pending appointment, promotion, transfer, reduction-in
force, termination, disciplinary action or other adverse action, the agency head
shall upon the request for the Director, EEO, hold the pending action in abeyance
until the complaint is resolved, or until released by the Director, EEO, but in no
case longer than thirty (30) calendar days after the complaint was filed with the
Office of Human Rights.

120.3 Application of the provisions of § 119.2 shall be waived whenever the Director,
EEO and the agency head concerned agree that sufficient and appropriate
opportunities will be available to provide relief to the complainant if his or her
complaint is sustained or whenever the agency head effects the action on a temporary
basis and the temporary action is made specifically subject to termination if the
complainant's assertion of discrimination is upheld.

120.4 In cases where an appointment has proceeded to a point that a third party might be
aggrieved if no basis is proved for the allegation of discrimination, a temporary
appointment or promotion shall be effected.

G. O. 10-98



Title 4 District of Columbia Municipal Regulations

120.5 When corrective action is ordered by the Director, EEO in connection with resolving a
complaint, the Director, EEO shall transmit a copy of the corrective order to the head of
the agency concerned, and the corrective action ordered shall be taken without delay by
the agency head.

120.6 If the agency head fails to comply with the corrective order within the stated time
frame, the Director, EEO shall certify the order of the Office of the City Administrator,
who shall direct the agency head to comply with the order.

SOURC E: Final rule making published at 31 DC R 56, 76 (January 6, 198 4).

121 THIRD PARTY ALLEGATIONS OF DISCRIMINATION

121.1 This section shall apply to general allegations by organizations or other third parties of
discrimination in personnel matters within a department of the District government which
are unrelated to an individual complaint of discrimination.

121.2 The organization or other third party shall state the allegation with sufficient specificity
so that the agency may investigate the allegations.

121.3 The agency may require additional specificity as necessary to proceed with its
investigation.

121.4 The agency shall establish a file on each general allegation, and this file shall contain
copies of all material used in making the decision on the allegation.

121.5 The agency shall furnish as copy of this file to the party submitting the allegation and
shall make it available to the Director, EEO for review on request.

121.6 The agency shall notify the party submitting the allegation of its decision, including any
corrective action taken on the general allegations, and shall furnish to the Director, EEO,
or the City Administrator, on request, a copy of its decision.

121.7 If the third party disagrees with the agency decision, it may within thirty (30) days after
receipt of the decision, request the Director, EEO to review it.

121.8 The request shall be in writing and shall set forth with particularity, the basis for the
request.

121.9 Upon receipt of the request, the Director, EEO shall make, or require the agency
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to make, any additional investigation the Director, EEO deems necessary.

121.10 The Director, EEO shall issue a decision on the allegation ordering corrective action, as
he or she considers appropriate.

121.11 Either the third-party complainant or the agency may request reconsideration or the
reopening of a decision of the Director, EEO pursuant to § 114.4.

SOURCE: Final rule making published at 31 DCR 56, 77 (January 6,1984).

122 DISCRIMINATION COMPLAINTS IN OTHER PROCEEDINGS

122.1 Whenever an issue of discrimination as specified in § 101.1 of this chapter is raised by a
party in a grievance or adverse action proceeding, before -any appropriate agency of the
District government the Hearing Examiner or hearing officer or officers shall inform the
person raising the complaint of discrimination that the complaint will not be admitted as
an issue in the grievance or adverse action proceeding that the complaint should be
submitted to the Director, EEO.

199 DEFINITIONS

199.1 When used in this chapter, the following terms and phrases shall have the meanings
ascribed:

Act - the District of Columbia Human Rights Act of 1977, D.C. Law 2-38, D.C. Code
§§-25011-2557 (1981).

Administrative Procedure Act - the District of Columbia Administrative Procedure Act, D.C.
Code § §-1501 et seq. (1981).

Age - eighteen (18) years of age or older except that, in a case of employment, age shall be
defined as eighteen (18) to sixty-five (65) years of age, unless otherwise defined by law.

Agency - any office, department, division, board, commission or other agency of the government
of the District of Columbia with respect to which the Mayor or the Council are authorized by law
to establish administrative procedures.

Director, EEO - the Director of the District of Columbia Office of Human Rights or a designate.

Employee - any individual employed by or seeking employment from an agency of the District
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of Columbia government.

Family responsibilities - the state of being, or the potential to become, a contributor to the
support of a person or persons in a dependent relationship, irrespective of the number of such
persons.

Martial status - the state of being married, single, divorced, separated, or widowed and the usual
conditions associated with such status including pregnancy or parenthood.

Matriculation - the condition of being enrolled in a college, or university; or in a business,
nursing, professional, secretarial, technical or vocational school; or in an adult education
program.

Office - the District of Columbia Office of Human Rights, as established by Commissioner's
Order No. 71-224, dated July 8, 1971, as amended. .

Personal appearance - the outward appearance of any person, irrespective of sex, with regard to
bodily condition or characteristics, manner or style of dress, and manner or style of personal
grooming, including, but not limited to, hair style and beards. It shall not relate, however, to the
requirement of cleanliness, uniforms, or prescribed standards, when uniformly applied for
admittance to a public accommodation, or when uniformly applied to a class of employees, for a
reasonable business purpose; or when such bodily conditions or characteristics, style or manner
of dress or personal grooming presents a danger to the health, welfare or safety of any individual.

Physical handicap - a bodily or mental disability which may be the result of injury, illness, or
congenital condition for which reasonable accommodation can be made.

Political affiliation - the state of belonging to or endorsing any political party.

Religion - any institutionalized system or personal set of attitudes, beliefs and practices which
relate to moral or ethical standards.

Sexual harassment - unwelcome sexual advances, requests for sexual favors, and other verbal or
physical conduct of a sexual nature when the following occurs:

(a) Submission to such conduct is made either explicitly or implicitly a tern or
condition of employment;

(b) Submission to or rejection of such conduct by an employee is used as the basis for
employment decisions affecting the employee; or
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(C) The conduct has the purpose or effect of unreasonably interfering with an
employee’s work performance or creating an intimidating, hostile or offensive
working environment.

Sexual harassment may include, but is not limited to, verbal harassment or abuse,
subtle pressure for sexual activity, patting or pinching, brushing against another
employee’s body, and demands for sexual favors.

Sexual orientation - male or female homosexuality, heterosexuality, and bisexuality, by
preference or practice.

SOURCE: Final rule making published at 31 DCR 56. 57 (January 6, 1984)



FDB-18 Section 3

Equal Employment Opportunity (EEO) Officer and Counselors for
the Fire and Emergency Medical Services Department

In accordance with Equal Employment Opportunity (EEO) Regulations, the Department has
designated an EEO Officer and Counselors to hear and resolve grievances and complaints of
discrimination on the grounds of race, color, national origin, religion, sex, marital status,
personal appearance, sexual orientation, family responsibilities, matriculation, physical handicap,
political affiliation, or age arising within the Fire and EMS Department.

Equal Employment Opportunity Officer

Office of the Fire Chief Fredreika W. Smith
1923 Vermont Avenue, NW.
(202) 673-3396

Equal Employment Opportunity Counselors

Fire Fighting Division Wayne K. Branch
[1342 Florida Ave., NE]
[(202) 673-3210]

Kevin L. Stuart
[5101 Georgia Ave., NW]
[(202) 673-3224]

Brenda C. Rabbit
4300 Wisconsin Ave., NW.
(202) 673-3220

Claude A. Ford, Jr.
[500 F Street, NW]
[(202) 673-3202]

Fire Prevention Division
Norita V. Matthews
441 4th Street, NW.
(202) 727-1614
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Communications Division Deborah L. Trimiar
300 McMillan Drive, N.W.
(202) 673-3261

Shirley L. Taylor
300 McMillan Drive, N.W.
(202) 673-3267

Fleet Maintenance Melvin L. Hardy
1103 Half Street, S.W.
(202) 673-3240

Henry H. Cauthorne
1103 Half Street, SW.
(202) 673-3240

Ralph Peterson
1103 Half Street, SW.
(202) 673-3240

Emergency Medical Services Bureau Walter R. Alfaro
2225 9 Street., N.E.
(202) 673-3212

Brenda M. Durrett
2813 Pennsylvania Ave., SE.
(202) 673-3219

Hattie B. Tompkins
1018 13th Street, N.W.
(202) 673-3360
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Emergency Medical Services Bureau Lashon S. Frazier
(continued) 320 McMillian Drive N.W.

(202) 673-3234

Arthur R. Bradley
1018 13th Street., N.W
[(202) 673-6488]

Kendra L. Jackson
439 New Jersey Ave., N.W.
[(202) 673-3203]

Employees may contact either the EEO Officer or an EEO Counselor, if desired.

The EEO Officer, Ms. Fredreika W. Smith, is responsible for the administrative supervision and
coordination of the EEO activities of the EEO Counselors. In addition, Ms. Smith is responsible
for seeking out and providing appropriate training to the EEO Counselors which will enable
them to carry out this program*s activities and purpose with professional skill and ability.
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Section 4

Critical Incident Stress Management (CISM) Program

The purpose of the Critical Incident Stress Management (CISM) Program is to provide crisis
intervention after significant incidents in order to minimize stress and stress related problems of
the personnel (both uniformed and. non-uniformed) of the Fire and EMS Department.

THE CRITICAL INCIDENT:

Any incident faced by Fire and EMS Department personnel that causes them to experience a
distressing emotional reaction may qualify for a critical incident stress intervention. Under severe
stress, coping mechanisms that once worked no longer do so. Although different incidents or
situations may create different reactions, the following may be appropriate for an intervention:

1. Serious injury or death of a fellow employee or other emergency personnel working at
the scene of a call or en route;

2. Mass casualties;

3. Suicide or death of a fellow employee;
4. Serious injury or death of a civilian resulting from departmental operations, e.g., failure

to respond to a call, collision of emergency vehicle while responding, delayed response;

5. Death or extreme violence to children;

6. Loss of life in spite of extraordinary or prolonged physical and emotional energy to save
the victim;

7. Incidents that attract extremely unusual or extensive media coverage; or

8. Incidents in which circumstances are unusually bizarre and/or which trigger strong or
profound emotional reactions.

ON-SITE MANAGEMENT:

Minimizing prolonged exposure of personnel to these critical incidents decreases the likelihood
of stress-related problems developing. Site commanders can reduce this exposure by rotating
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personnel and/or by removing initial and unnecessary personnel from the scene as soon as
possible. Administrative supervisors will use similar methods to reduce exposure. For critical
incidents of extreme magnitude, on-site consultation by members of the Critical Incident Stress
Management Team is available by contacting the Communications Division on (202) 673-3266;
by contacting the District's Employee Assistance Program's 24-hour access number (202)
6285240); or by contacting one of the on-duty CISM team members direct. CISM peer
counselors will serve as advisers to site commanders and administrative supervisors and will be
alert for acute stress reactions; provide support, encouragement, and consultation; and be
available to assist personnel in dealing with stress reactions.

ACTIVATION OF THE CISM PROCESS: 

Department supervisors or company officers shall be aware of the possible need for an
intervention following a traumatic or critical incident. Contact with the CISM team is highly
encouraged in the event of any of the occurrences as previously outlined. Any Department
employee may request a CISM meeting through his/her supervisor or company officer. Incident
commanders, EMS, or administrative supervisors shall contact the appropriate Battalion Fire
Chief, higher-level supervisor, or EMS Chief Supervisor as soon as possible after the incident.
The Battalion Fire Chief, higher-level supervisor, or the EMS Chief Supervisor shall then contact
a CISM team member direct or through the Communications Division; or activate the District's
EAP number direct. Communications supervisors shall contact a CISM team member direct. The
CISM team member is responsible for evaluating the need for an intervention. The Battalion Fire
Chief, higher-level supervisor, or the EMS Chief Supervisor shall notify the appropriate
Assistant Fire Chief or the EMS Operations Chief in the event this need is verified If any
personnel have questions about the need for an intervention, a CISM team member can be
contacted direct for consultation.

Any Department employee who feels that an individual, confidential, one-on-one consult would
be valuable may contact a CISM peer counselor or call the District's Employee Assistance
Program (EAP) on (202) 628-5240. Members wishing the service of peer counselors may contact
the on-duty team member or by activate the CISM process through the Communications
Division. Peer counselors responding to a member's request shall report on scene, notify the
Communications Division, the Battalion Fire Chief, higher-level supervisor, or EMS Chief
Supervisor as needed, and request that the unit be placed out-of-service or that the office be
closed for a brief period (15 to 20 minutes) to defuse the problem.

G.O. 6-99
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STRESS MANAGEMENT INTERVENTION TECHNIQUES:

A stress management intervention is a confidential, educational process designed to accelerate
the normal recovery process in individuals who have been exposed to highly abnormal events.
The process provides an opportunity for personnel to discuss their feelings and reactions in order
to reduce the stress resulting from exposure to critical incidents. An intervention is not a critique
of Department operations at the incident, nor will performance be discussed. Interventions are
usually conducted in small groups of not more than 25 people; however, they may also occur on
an individual basis.

The type of intervention conducted depends upon the circumstances of a particular incident. The
following is a listing of the interventions most commonly utilized, singularly or in combination:

1. Scene: CISM team members will. serve as advisers to the site commander or
administrative supervisor and will be alert for acute stress reactions; provide support,
encouragement, and consultation; and be available to assist personnel in dealing with
stress reactions.

2. Initial Defusing: This intervention, which is conducted shortly after the incident, is a
spontaneous, non-evaluating discussion often with no designated leader. It is primarily
informational, often including an update and status report on the incident and related
injuries.

3. Formal Debriefing: This debriefing is conducted within 72 hours of a critical incident.
It is a confidential, non-evaluative discussion about involvement in the incident, thoughts
and feelings, and stress reactions. All units and personnel in attendance are
out-of-service during this debriefing.

4. Follow-up Debriefing: This informal debriefing, which occurs weeks or months after the
incident, is concerned with delayed or prolonged stress reactions.

5. Individual Consultation: These one-on-one counseling sessions are available at any time,
as needed, for any concerns related to critical incidents.

ATTENDANCE:

Attendance at an intervention is encouraged for all personnel directly exposed to the incident
regardless of rank or grade. Only personnel involved in the incident are permitted to attend All
personnel and units in attendance at the intervention shall be out-of-service during that time.

G.O.6-99
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LOCATION:

Interventions are conducted anywhere there is ample space, privacy, and freedom from
distractions. Selection of the site shall be determined by the CISM team member or Program
Coordinator. All Department radios shall be turned off during interventions.

RELIEVING PERSONNEL FROM DUTY:

Circumstances of a critical incident or situation may result in a recommendation by the CISM
team that individuals or companies be taken out-of-service or offices closed. Such action is
neither negative or punitive. The Battalion~Fire Chief, higher-level supervisor or the EMS Chief
Supervisor shall be responsible for making appropriate arrangements. Personnel taken
out-of-service or in offices that have been closed shall be placed on administrative leave. Both
management and the individual shall complete injury reports. The Battalion Fire Chief, higher
level supervisor or EMS Chief Supervisor shall deliver these reports to the Safety Officer. These
reports shall be handled in a confidential manner and are filed in the event administrative leave is
changed to injury leave (POD or Workers Compensation). At times, individuals placed on leave
following a critical incident may be required to meet with the CISM team member prior to
returning to service. The Battalion Fire Chief, higher level supervisor or EMS Chief Supervisor
shall notify the Medical Director, appropriate Assistant Fire Chief or the Fire Chief, through the
chain-of-command, of any personnel placed on leave following a critical incident.

THE CISM TEAM:

The CISM team consists of, certified Department personnel, Employee Assistance Program
clinicians, and other mental health professionals from both the public and private sectors.
Department CISM team members are selected on the basis of an application, along with
successful participation in training sessions.

CISM NOTIFICATION PROCESS:

1. An on-duty CISM member shall be notified and the process can be initiated by:

a. The Communications Division, on-duty officer, or individual employee;
b. Any officer or supervisor on the scene of an incident or situation;
c. Any team member aware of a situation that may necessitate or warrant CISM

support;
d. Any employee through his/her supervisor.

G.0.6-99
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2. When the on-duty CISM member has been alerted of an emergency incident that may
benefit from CISM support, and the initial contact is from a source other than the
Communications Division, the on-duty CISM member will contact the on-duty officer or
supervisor directly or through Communications Division, and inform him/her of their
knowledge of the incident.

3. If the on-duty CISM member fails to respond to the Communications Division within 15
minutes, another CISM peer team member will be notified

4. The initial CISM involvement will include gathering specific data concerning the event.
The CISM Incident Form (attached) will be used to gather the pertinent information, and
will be the responsibility of the CISM member on duty.

5. The on-duty CISM member will contact the highest ranking incident
commander/supervisor available for consultation about the event. Their primary concern
is to evaluate the immediate needs of the personnel involved in the incident.

6. The on-duty CISM member will then contact the Battalion Fire Chief, higher level
supervisor, EMS Chief Supervisor and/or another CISM team member, for consultation.
This step may occur at any time after Step No. 4. This consultation will result in
decisions for actions. If there is no response from either of the above, contact should be
made by calling the Medical Director or the EAP on (202) 628-5240.

7. Following consultation, the appropriate follow-up will be initiated. It may include as
many of the following actions as deemed necessary:

a. No action.
b. Peer station or office visit to observe, listen, and gather information.
c. Individual defusing with selected participants from the event or situation.
d. Full defusing involving all units or offices from the event.
e. Informal visit from a CISM team member(s) to discuss the signs and symptoms

of stress reactions, and educate those involved. about the assistance available
through the CISM/EAP network.

f. Individual intervention arrangements, if it is determined to be necessary, will be
made for him/her to consult with a clinician with the District's EAP Program.

8. During the entire process, all contacts, meetings, consultations, etc., will be documented
on the CISM Incident Form. Following completion, it will be forward to the

G.O. 6-99
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Departmental CISM Program Coordinator, who is responsible for including non-confidential
data and statistics in the CISM Monthly Activity Report to the Fire Chief.

G.O. 6-99
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Date of Incident:                                                                                                                           

Location of Incident:                                                                                                                     

Unit(s) Involved:                                                                                                                           

Observation:                                                                                                                                        
                                                                                                                                                             
                                                                                                                                                             
                                                                                                                                                             
                                                                                                                              

Team Members Present:                                                                                                                     
                                                                                                                                                             
                                                                                                                                                             
                                                                                                                                     

Nature of Incident:                                                                                                                              
                                                                                                                                                             
                                                                                                                                                             
                                                                                                                                    

Other:                                                                                                                                                  
                                                                                                                                                             
                                                                                                                                                             
                                                                                                                                    

Number of Persons Attending:                              

Recommendations for Follow-up:                                                                                                      
                                                                                                                                                             
                                                                                                                                                             
                                                                                                                                      

                                                                                         
                       Signature                                Date

G.O. 6-99
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FIRE and EMS CRITICAL INCIDENT  STRESS
MANAGEMENT TEAM  MEMBERS

Fredreika W. Smith, Agency Coordinator
(202) 673-3396

Paramedic Walter R Alfaro, EMS, E-14, Medic 18
[Batt. Chief Lillian B. Carter, EMS, Operations, Grimke]

[Lt. Louis L. Carter, Jr., EMS, EMS-3/1]
[Lt. Claude A. Ford, Jr., Fire Fighting, E-2/2]

Lt. LaShon S. Frazier, EMS, Quality Assurance, E-16
Paramedic Chanel Jones-Hutchinson, EMS, RR-28/2, E-30

[F/F Lonice R Janifer, Fire Fighting, E-29/4]
[Capt. Brian K. Lee, Fire Fighting, E-2/1]

[F/F Wilma Denise Lee, Fire Fighting, HMU/4, E-12]
F/F Albert E. Montgomery, Jr., Fire Fighting, E-18/4
Sgt. LaFrances D. O'Neal, EMS, EMS Training Unit
[Paramedic Betty J. Richardson, EMS, M-23, E-21/4]
Capt. Samanthia M. Robinson, EMS, Operations, E-16

[Lt. Aaron D. Sa'adah, Fire Fighting E-32/1] 
[Capt. Lawrence Schultz, Fire Fighting, RS-3/2, E-15]

[Paramedic Jennifer J. Schwandt, EMS, Operations, Grimke]
 Nikki D. Stafford, Communications Div. 
[Lt. Kevin L. Stuart, Fire Fighting, E-24/2]
Shirley L. Taylor, Communications Div.

[BFC John Thumann, Fire Fighting,. Bat 3/3]
Lt. Hattie B. Tompkins, EMS, EMS Supervisor, E-16

Debbie Trimiar, Communications Div.
F/F Christopher J. Turner, Fire Fighting, E-27/4

MENTAL HEALTH PROFESSIONALS

D.C. Government Employee Assistance Program (EAP)
1-800-841-7406 (24 hours a day)

Carolyn Gravely-Moss (EMA) [(202) 673-2101 extension 1144]
Mental Health Specialist, Licensed Social Worker

NOTE: All CISM team members can be reached through the Communications Division, in
case the phone number has changed.

G.0. 25-02



Section 5

District of Columbia Government Employee Assistance Program (EAP)

The District Government EAP is a professional and confidential support network. Assessment,
counseling, and referral services will be rendered by private employee assistance providers. This
program is designed to identify, motivate, and refer, at an early stage, those employees. who need
help with personal or medical problems that contribute to unacceptable job performance or
behavioral problems. .

District Personnel Manual Instruction No. 20B-4, dated Septa 17, 1993, provides the procedures
and guidelines for the services offered by the EAP. The authority for the program is both District
personnel regulations and Mayor's Order 91-62, dated May 1, 1991.

Based on the foregoing, effective immediately it is the policy of this Department that all
employees are eligible to participate in the District's program. Our Diversity Management
Officer (DMO) will serve as the liaison to the EAP administrative office and will also coordinate
EAP training workshops within the Department. Workshops will be scheduled periodically.

A program brochure and wallet-size card, which lists the 24-hour access phone number 1-800-
935-9551 can be obtained from the DMO by calling (202) 673-3396.
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DPM Instruction No. 20B-4
SUBJE CT:   Employee Assistance Program Date: September 17, 1993

1. PURPOSE 

.This instruction sets forth the procedures of the District of Columbia Em ployee Assistance Program (EA P).

2. AUTHORITY .

D.C. Code § 1-621.7 (1992 Repl.), § 2050 of the D.C. personnel regulations, and Mayor's Order 91-62, dated May

1, 1991 . .

3. APPLICABILITY

This instruction applies to all agencies under the administrative jurisdiction of the Mayor or other personnel

authorities to  whom  the District pr ovides E AP serv ices throug h a written  agreem ent.

The Employee Assistance Program is applicable to any employee in a covered agency, other than a

temporary,employee or any employee serving a probationary period under either § 813 of Chapter 8 or § 906.7 of

Chapter 9, under the personnel authority of the M ayor.

4. DEFEN117ONS

Disciplinary action-A  corrective or adv erse action as defined  in Chapter 16  of the D.C. pe rsonnel regulation s.

Employee A ssistance Program (EAP)-An em ployee benefit service that is designed to identify, motivate, and refer,

at an early stage, those employees who develop personal-medical problems that contribute to unacceptable job

performance or behav ioral problems. The program is established pursuant to D.C. C ode § 1-621.7(3) (1992  Repl.).

Troubled e mployee -An em ployee wh ose personal pro blems (e.g., fam ily/marital problem s, financial difficulties,

emotional problems, and substance abuse problems) are adversely affecting his or her overall work performance or

conduct on the job.

Personal problem-Any and all kinds of human difficulties that contribute to a decline in job performance or

behavioral problem(s).

EAP Administrative Staff-District of Columbia Office of Personnel (DCOP) staff who administer the District-wide

Employ ee Assistance Prog ram opera tions.

Inquiries: Office of Compensation and Benefits, 727-9625

Distribution: Heads of Departments and Ag encies, Personnel Officers, and DPM Sub scribers
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5. POLICY STATEMENT

The District of  Columbia government recognizes that  its employees may encounter personal problems

(e.g., family or m arital problems, finan cial difficulties, emotional or m ental illness, substance abuse

problems, etc.) that may adversely affect their overall work performance or conduct on the job. Therefore,

it is the policy o f the District o f Colum bia gov ernme nt to prov ide an Em ployee A ssistance Pro gram th at is

designed to address such problems, and is administered in the strictest CONFIDENTIAL manner pursuant

to D.C. Code § 1-621.7(3) (1992 Repl.).  This policy encourages all  employee encountering such problems

to voluntarily seek help for resolving their problem(s).

6. RELATIONSHIP TO COLLECTIVE BARGAINING AGREEMENTS

The provisions of a collective bargaining agreement will take precedence over these procedures to the

extent that there is a difference.

7. EMPLOYEE ASSISTANCE PROGRAM GUIDELINES

The Employee Assistance Program (EAP) is not intended to prevent corrective or adverse action if an

employee*s performance or behavior warrants discipline The EAP sex-vs as an adjunct to disciplinary-

action only when the employee*s work performance or behavior is deemed correctable,, and doe not

impose  a risk to the h ealth, safety, se curity, and  integrity of  the District of  Colum bia gov ernme nt.

However, participation will not preclude disciplinary action when such. action is indicated.

(a) The pro gram is d esigned  to addres s the need s of emp loyee suf fering fro m all type s of beha vioral,

emotional and physical problems that are adversely impacting job performance or behavior on the

job (e.g., family, marital, financial, emotional, and substance abuse problems). Consequently,

counseling and reasonable accommodations should be given to employee having other types of

illnesses (e.g., heart problems, cancer, and other debilitating illnesses) that may affect job

performance. Add itionally, employee who seek assistance for substance abuse problems are

entitled to treatment and reasonable accommodation pursuant to the Rehabilitation Act of 1978

(29 U.S.C. 504) and the Drug Free Workplace Act of 1988, Pub. L. 100-690, 102 Stat. 4304

(1988).

(b) Whe never em ployees  refer them selves, or are  roy-m any refe rred to the E AP, reco rds pertain ing to

the employee*s participation will be kept in strictest confidence and sep ante from official

personnel folders in accordance with the D.C. personnel regulations, Chapter 31, Records

Manag ement and  Privacy of R ecords.

(c) Referrals to the EAP will be kept in the strictest confidential manner. Any supervisor. manager, or

employee who breaches the confidentiality of an employee*s participation in the EAP will be

subject to disciplinary action  in accordance  with Chap ter 16 of the D.C  personnel regu lations.

(d) Assessment, counseling, and referral services will be rendered by private employee assistance

providers under contractual agreement(s) with the District government. This procedure will allow

confidential, professional, accessible and affordable services to be provided to employees in need.

These providers will be located in facilities which do not house District government offices. At no

point will supervisors be authorized to diagnose t recommend professional treatment resources for

employe e with persona l problems or illnesses.
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e. Whe n profess ional treatm ent is require d, includin g inpatien t care for ad diction or  mental illne ss, leave w ill

be granted for trea tment or rehab ilitation on the same ba sis as granted for other h ealth problem s.

f. Two h ours of ad ministrativ e leave m ay be gr anted for  an emp loyee's initial E AP app ointme nt.

g. Each employee participating in this program will be expected to meet, existing work performance

requirements and established personnel regulations. Nothing in this program is to be interpreted as a waiver

of managem ent's responsibility to maintain discipline or the right to take disciplinary action where

appropriate.

h. The prog ram will inform  and educate a ll employees o f the PAP, its services; guide lines, and proced ures.

Additionally, the program will provide preventive activities in the form of free lunch-time workshops that

will focus on such topics as:. stress management, financial management, substance abuse, family crisis and

intervention, gating disorders, sexual abuse, phobia, spouse abuse, ere.

i. The program will conduct specialized EAP training for all supervisors and managers in the identification,

docum entation, consultation, an d referral of emp loyees encou ntering problem s.

j. The prog ram will cond uct specialized EA P training sessions for un ion representatives.

k. The program will solicit union support and input on all new initiatives being implemented by the EAP.

1. The program will address the special needs of the District government's mufti-cultural work force.

m. The program will form an Advisory Council consisting of key District government agencies and union

representatives, EAP Administrators and Coordinators, and the DCOP's EAP Manager to provide ongoing

support  and input to the program.

n. The program will meet the specific needs of the handicapped and women's health issues within the District

government work force, where applicable.

o. Participation in the program is not mandatory.

8. EAP REFERRAL PROCEDURES

The two typ es of referrals that may  be used for ad mission into the E AP are self-referrals and  agency referrals.

a. .Self-Ref errals

(1) An employee who contacts the EAP on his or her own initiative, based solely on a

personal decision to seek assistance, is considered to be a self-referral. Generally, job

performan ce has not yet bee n affected, and interv ention at this early stage is mo st

advantageous for all concerned.

(2) A self-referral will contact the EAP administrative office contractor directly for an

appointment by calling (202) 727=6740.
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(c) A self-referral is notified of his or her appointment by telephone or through a formal appointment

confirmation letter from the EAP administrative office. The letter will sent to his or her home or

wherev er he or sh e requests it to  be sent.

(d) A self-referral who voluntarily seeks the services of the program, but wishes to maintain his or her

privacy, should arrange for an initial assessment session on his or her own time, during lunch period,

before or after  duty hours, or  during periods of approved leave.  A self-referred employee who informs

his or her supervisor of his or her initial assessment appointment with the EAP may receive

administrative leave for his or her appointment. The employee may request an appointment verification

form from the EAP administrative office to be given to the supervisor as proof of the appointment. (See

Attachment 1.) Whenever an employee is requesting administrative leave, it 1. the supervisor*s right to

request v erification o f an app ointme nt.

(e) If additional time is needed for further assistance beyond the initial asssment session (e.g., inpatient

care, therapy, or medication schedule), the employee m ust request leave (sick, annual, compensatory

time, leave without pay, or attend during off-duty hours) as specified in DPM  Chapter 12, Part II.

(f) Follow-up on self-referrals will be conducted with the employee and the contractor ONLY. No written

or oral informa tion will be shared w ith anyone un less the employ ee so requests in a signe d EAP relea se

of information form. (See Attachment 2.) However, the employee will be encouraged to permit the EAP

staff to contact the supervisor when necessary. For sample, if a treatment plan is agreed upon by the

employee, it may require special leave negotiation between the employee and management of the

agency.

b. Agen cy Refe rrals

1. Management or supervisory referral deals directly with the critical link between personal problems and

declining performance or conduct. The employing agency is to refer an employee to the EAP for

assessment and referral as soon as problems are manifested which adversely affect the employee*s job

performan ce or condu ct. This referral should b e made be fore or concu rrent with.disciplinary steps,

depending upon the seventy of the personnel infraction.

2. Employer-referred appointments will be requested by the supervisor in the form of an official referral

letter which  is accom panied b y a com pleted EA P Supe rvisory R eferral form  (Attachm ent 3) or, in

emergency situations, by telephone in order to expedite the referral. In emergency situations, the

superviso r is still responsib le for send ing the ap propriate  docum entation (i.e., re ferral letter and  form) to

the EAP administraiive office/contractor by the next working day.

3. If an emergency situation causes disruption at the work site, and there is reasonable cause to believe

that the employees conduct constitutes an immediate hazard to the agency, to the employee concerned,

to other employees, or to the detriment of the public health, safety, or welfare, the employee may be

given immediate administrative leave in accordance with Chapter 16 (~ 1604.28, D.C. personnel

regulation s). In lieu of th is, emplo yees m ay requ est to use the ir accrued  leave in ac cordan ce with

Chapter 12  of the D.C. pe rsonnel regulation s.

4. An em ployee w ho is referre d by his o r her supe rvisor to the  EAP w ill be excus ed from  work fo r up to

two hours to attend his or her initial assessment and referral session.
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with no charge to his or her leave. This time is to be charged to administrative leave. No initial assessment and

referral sessio n will last long er than tw o hours . Howe ver, if the em ployee fa ils to return to w ork in a re asonab le

amount of time, the supervisor may contact the EAP administrative office for verification of the employee's arrival

and departure time from his or her initial assessment and referral session: If it is found that the employee has violated

leave priv ileges rega rding the  EAP a ppointm ent, the sup ervisor w ill take the nec essary actio ns in acco rdance w ith

Chapter 12 or 16, based on the circumstances surrounding the violation.

51.  Emp loyees m ay requ est sick leave , if approp riate, for sub sequen t visits. How ever, if

sick leave is exhausted, they may request annual leave, compensatory time, or leave

without pay in accordance with D PM Chap ter 12, Part II.

(6) The EA P adm inistrative staff w ill conduc t emplo yee follow -up inqu iries with the  EAP c ontractor  to

ascertain treatment progress or lack thereof. In order to receive services, agency referrals are

required to sign a release of information form at the time of their initial assessment session,

allowing disclosure only as to their participation.

(7) The supervisor or manager referring an employee to the program will be provided with an

employe e status report (Attachm ent 4) limited to: notification an d adherenc e to appointm ents;

no-shows; dropouts; and active or inactive participation in the recommended plan. No information

regarding the type of diagnosis will be disclosed.

(8) If an em ployee th rough  an agen cy referra l comp letes treatme nt successf ully, or fails to

follow the prescribed recommendation of the EAP contractor, or for some other reason

is not in need of assistance, the employee will no longer remain in an~EAP active client

status. The EAP administrative staff will inform the referring agency of the

employe e's status.

9. FINANCIAL RESPONSIBILITY

a. The cost of the initial assessment, counseling, and referral session with the EAP contractor will be

paid in fu ll by the D istrict govern ment o nly to the e xtent it is not co vered b y the em ployee's h ealth

insurance carrier. An employee who is a member of a Health Maintenance Organization or who

does not have health insurance coverage will be covered in full for the initial assessment session

with the EAP. The employee will assume the financial responsibility for further assistance needed

beyond the initial assessment session through third party reimbursement or payment, use of

facilities that offer sliding fee scale. self-help groups, or other reasonable arrangements, to the

extent possible.

b. The EA P is design ed to pro vide a ran ge of treatm ent option s, both pu blic and p rivate. in its effo rts

to provid e quality an d afford able treatm ent.

10. EMPLOYEE ASSISTANCE PROGRAM ADMINISTRATION RESPONSIBILITIES

a. Contr actual A ssessmen t, Coun seling, and  Referr al Servic es to Distr ict of Co lumbia

Government Em ployees

1 .Through the use of a contracted employee assistance program provider(s) the District

government will provide assessment, counseling and referral services to its employees at

facilities located throughout the W ashington Metropolitan Area (inclusive of Northern

Virginia and surrounding Maryland counties). The contractor will provide assessment of

the problem, corrective and short-term counseling, and assistance in the
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determ ination of  the appro priate treatm ent facility, w here app licable. Th e EAP  will mon itor all

referrals by the contractor to other treatment facilities. The role of the contractor(s) wilt be to:

* receive referral from the EAP administrative office;

* diagnose the problem;

* educate the employee ‘on the resou rces available to assist him or her in resolving the problem(s);

* refer the employee in need of further assistance to the most appropriate resource(s) available and  

  ensure his or  her  acceptance into a treatment program;

* provide the employee with options regarding selection of treatment program(s), taking into    

consideration the type of problem to be treated as well as the employees health insurance        

coverage, ge ographic loca tion, and financial m eans;

* monitor treatment programs of employee;

* provide periodic review on employee progress to EAP staff as requested;

* submit monthly reports to the EAP on District government employee utilization of services; and

* handle all referrals in a timely, professional, and CONFIDENT IAL mann er.

(b) The contractor(s) will have professionals on staff who are trained, licensed, and certified. The

contractor will also have bilingual counselors, working in the areas of diagnosis and treatment of

performan ce. behavior, and  health problem s.

b. Scheduling of Appointm ents

(a) When an employee, supervisor, or manager contacts the LAP administrative office regarding the

need fo r assistance fo r & trou bled em ployee, a n EAP  staff mem ber will ob tain inform ation that is

pertinent in determining the employee*s need. Information will include the following

* employee*s name

* home ad dress

* work and hom e telephone numbers

* social security number

* work location of employee

* employee job classification

* grade level of employee

* length of service with D.C. government

* work shift (inclusive of dsys am

* description of job performance deficiency or conduct

* docum entation re lative to the re ferral is to be a ttached to w ritten referral re quest (i.e.,

leave record, memorand ums, reprimands, etc).

(2) Follow ing the asse ssment o f inform ation acq uired, the E AP adm inistrative staff/co ntractor w ill

make the appropriate arrangements far the employee*s initial assessment, counseling, and referral

session with the contractor.

c. Contractor*s Assessment, C ounseling, and  Referral Ser vices (Mo nitoring and  Follow-up  Activities)

Following the appointment date, the contractor will contact the LAP adm inistrative staff to share

information regarding the employee referred. Such information will include: (1) whether or not the

emplo yee wa s seen;(2) w hether or  not the em ployee h as agreed  to
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follow the recommendations of the contractor; (3) schedule of follow-up visits; and (4) anticipated

follow-up v isits.

d. EAP A dministrative Staff (M onitoring and  Follow-up A ctivities for Agency R eferrals)

(1) The EAP staff member responsible for the employee's case will contact the supervisor or manager

to share only information related to whether or not the employee was seen by the assessing agency,

if a plan for further assistance was established, and if the employee had agreed to follow the

recom mend ed plan. F ollow-u p services w ith the em ployee w ill be provid ed to see if h e or she is

satisfied with  the treatm ent sourc e and pla n recom mend ed. .

(2) Follow-up activities will be conducted with the supervisor and the employee within six months

following EA P participation to determ ine the emplo yee's work status an d progress.

e. EAP A dministrative Staff (M onitoring and  Follow-up A ctivities for Self-Referrals)

Refer to paragraph 8a(6) of this instruction.

f. Recor d-Keep ing Syste m and  Confid entiality

(l) All individual employee case files, maintained by the EAP administrative office, will be marked

CON FIDE NTIA L and w ill be located  in a place th at assures m aximu m secu rity. The sy stem w ill

maintain  the degre e of recor d security r equired  under th e provisio ns of the P rivacy A ct of 197 4, 5

U.S.C. 522a, and the federal regulations on Confidentiality of Alcohol and Drug Abuse Patient

Records (42 CM Chapter I, Subchapter A, Part 2), and the D.C. personnel regulations, Chapter 31,

Records Management and Privacy of Records. The EAP staff' will adhere to the highest level of

professional standards regarding client confidentiality.

(2) Supervisors and managers will be required to keep, all information (e.g., letter

requesting assistance, E AP referral form , EAP app ointment letter(s), and fo llow-up letter(s)

regarding an employee's participation in the program) separate from the employee's official

personnel folder. This information will be kept in a secure manner by the supervisor or manager

and no other staff person is to be allowed access to this information. The supervisor, the manager,

or both will be held accountable for the confidentiality of the information contained and all oral

and wr itten inform ation assoc iated with th e referral.

(g) Procedures for Release of Information

Only the employee can authorize the release of information concerning his or her participation,

diagno sis, progno sis, and treatm ent throu gh the E AP. W hen an e mploy ee signs a c onfiden tiality

release form, the employee is allowing full or partial disclosure of the information as the

circumstances are indicated on the form. In order to release the information, a release form must be

signed by the employee and sent to the EAP, the EAP contractor, or the treatment person or

agency, and must include all of the following:

(1) Name of the employee.

(2) Name or title of person or organization to which disclosure is to be made.
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(c) A statement o n the release form  of exactly wh at information is to be  provided to the  person(s)

l isted on the form.

(d) Purpose or need for the disclosure.

(5) Extent or nature of information to be disclosed.

(6) Duration of disclosure permission:

* a statement that the consent is subject to revocation at any        time but is not retroactive; and

* a specification of the date, event, or condition upon which the     consent will expire without the

express revocation. The duration    of the consent will be limited to that required to accomplish      

the purpose for which it was given.

(7) Date on which the consent form was signed.

(8) Signature of the employee.

11. SUPERVISOR/MANAGER/UNION REPRESENTATIVE TRAINING

(a) Supervisors and managers are responsible for identifying and documenting deteriorating job

performance or conduct on the job, as well as assisting employee in seeking help to resolve

problems. Their knowledge about problems such as alcoholism, drug abuse, and other personal

problems is not the key factor, but their knowledge of the accepted and proven methods of dealing

with these problems ii crucial. Union representatives are responsible for protecting the interest of

employees and for encouraging the emotional and physical well being of employee. In recognition

of this, the L AP in a jo int effort w ith the con tractor hav e develo ped spe cialized train ing cou rses to

enhance the knowledge and skills of managers, supervisors, and union representatives in handling

employees with problems. This training will include but not be limited to the following:

* orientation of the EAP and its services

* how to recognize that a problem exists and that the employee*s      work performance or conduct

on the job is deteriorating

* general principles of crisis management

* how to identify high risk employees

* how to document the problem

* how to conduct an effective consultation with an employee who       has a problem

* how to take appropriate actions in regard to poor job          performance and conduct on the job

(i.e., referral to EAP or        disciplinary a ctions)

* how to help the employee become readjusted to the work          environment following treatment

(b) The initial EAP supervisory or union training will be a one-day, eight-hour course covering the

above. Refresher courses will be conducted on new techniques in the field of EAP’s, as well as any

changes in the District government*s EAP, as needed. Additionally, there will be a two-hour EAP

training m odule fo r mana gers of the  superviso rs trained in o rder to assist m anagers  in

understanding the EAP co ncept, policy, guidelines, and procedures, as well as to help managers

understa nd wh at their supe rvisors hav e been tau ght and  to alleviate an y man agerial resistan ce in

allowing supervisors to make referrals to the EAP.
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12. EMPLOYEE NOTIFICATION AND ORIENTATION

(a) District gov ernme nt emp loyees w ill be notified o f the revised  EAP th rough  print and  electronic

media.

(b) LAP orientation will be included as part of the overall orientation program for all newly hired

District gov ernme nt 

employe es.

13. ROLES AND RESPONSIBILITIES

a. Supervisors:

(a) Be alert to c hange s in work  perform ance an d unusu al behav ior of all pers onnel u nder their

supervision. Such changes may  be in the form of:

absenteeism an d tardiness

an-the-job absenteeism (leaving work station)

extended lunch periods

early departures

substantial decrease in quality and quantity of work

alternate pe riods of h igh and  low pro ductivity

frequent mistake

impaired judgment and  memory

frequently misted deadlines

inability to co ncentrate

unusually sensitive an d critical of advice or co nstructive criticism

frequent mood swings

frequent accidents on the job

carelessness

abrasiveness with supervisor andior co-workers

sleeping or nodding on the job

nervousne ss

physical assaults (or threatening)

exaggerated self-importance

makin g incoh erent or irre levant statem ents

frequent outbursts of crying

excessive  numb er of perso nal telepho ne calls

2. Maintain written records of performance or behavior where it does not .meet expected

standards or where individual patterns of performance or behavior appear to be deteriorating.

Docu ment th e date, time , place, and  the nature  of the incid ent.

(c) Conduct a consultation session with the employee when 

unsatisfactory wo rk perform ance or beha vior warrants it. Rev iew docum entation of absen ces,

memoranda regarding work performance, or attitudinal and behavior problems. The supervisor

or manager should use as many alternatives or solutions as are available to solve the

performance or behavioral problem(s). However, if performance or behavior is not modified

through these methods, then the supervisor or manager should at that time refer the employee

to the LA P. The em ployee w ill be remin ded that it is the  policy of  the District go vernm ent to

offer assistance to any employee who may have a problem. The program will be explained and

the employee encouraged to take advantage of its services. If the employee desires assistance,

refer as app ropriate. A dditionally , if the superv isor is of the o pinion th at the em ployee is in

need of immediate assistance, then



Page NO. 10 DPM 20B-4

the employee should be referred to the program at once. In cases of an emergency or urgent

nature, an appointment will be scheduled immediately, usually within 24 hours of the initial

request.

(4) Contin ue docu mentatio n of wo rk perfo rmanc e or con duct.

(e) Notify the employee that he or she will be referred to the EAP if unsatisfactory work

performance or behavior continues after the employee has been given the opportunity for

voluntary referra l to the EAP, or to see k assistance from a  private source In an y case, there is a

possibility that disciplinary actions will be taken should substandard work performance and

poor conduct continua It should be noted that no employee can be disciplined for not attending

an EAP appointment since the program is not mandatory. The employee can be disciplined

only in accord ance with C hapter 16 of the  D.C. person nel regulations.

b. Agency EAP C oordinators:

An EA P coord inator will b e appoin ted in each  agency  by the ag ency ha d and W ill serve as a liaiso n to

the EAP administrative office. The agency had will provide the Director of Personnel with the name,

title, work address, and telephone number of the person appointed to serve in this capacity. The role and

responsibilities of the EAP Coordinator are:

(1) Assist in providing information on the EAR  to employee and m anagement staff.

(2) Recommend the EA P to supervisors and managers seeking advice on assisting employees

encountering personal hardships or problems that adversely affect their job performance or

behavior.

(3) Coordinate EAP supervisory training workshops within their agency.

(4) Assist in the promotional activities of the program through EAP brochure distribution,

ensuring that EAP posters are visibly displayed within their agency, as well as having EAP

news releases inco rporated into age ncy new sletters.

c. EAP A dministrative Staff:

(a) Explain and  interpret the policy, guid elines, and proced ures to all employ ees.

(2) Serve as liaison between the District government and the contract  EAP  provider(s).

(3) Consult with supervisors, managers, and union rep resentatives regarding referrals, where

appropriate.

(4) Schedule appointmen ts with the contractor.

(5) Monitor the performance of the contractor by conducting periodic site visits to counseling sites

to discuss methods of referral and treatment, and to assure a smooth flow in paperwork and

reporting requ irements.

(6) Follow up o n the status of individu al cases.
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(g) Maintain confidential records for adequate documentation of program participation and

observance of all  regulat ions of confidential ly in the handling of part icipants in the program.

(h) Coordinate, facilitate, and monitor EAP supervisory, managerial, and union training.

(i) Serve as technical consultant an all EAP related issues to management, supervisors, employees

and the union s.

(j) Conduct new employee orientation and employee health education programs for District

governm ent employ ees.

(k) Prepare statistical and analytical reports on EAP utilization.

(l) Develop and implement an evaluation program that will be able to provide data to determine

the effectiveness and efficiency of the program.

d. EAP Contractor:

(a) Assist referre d emp loyees in id entifying  chemic al depen dency , or other p ersonal an d health

related problem s.

(b) Provide correctional counseling to referred employee who are diagnosed as not having any

persona ] or health p roblem s in need o f treatmen t but who se behav ior is affecting  their overa ll

work  performance.

(c) Identify community or area resources available to provide treatment of such problems resulting

from personal and health related problems (e.g., alcoholism, drug abuse, stress, mental health,

financial, family, and marital).

(d) Present referred employees with thorough descriptions of public and private resources that

exist within the employee*s area to provide sex-vices needed.

(e) Aid the referred e mployee  in understandin g differences betw een alternative service p roviders,

as well as treatment philosophy and modality, cost, waiting list, eligibility of insurance or other

third party reimbursement, managed care requirements and other pertinent facts to insure that

the emp loyee fully  understa nds wh at he or she  can exp ect from  the treatm ent perso n or facility

he or she  may se lect.

(f) Arrange ap pointmen ts with other service pro viders to provide  treatment to referred e mployee s.

(g) Provide for emergency and 24.hour, 7.day.a-week assessments and referral services of District

governm ent employ ees.

(h) Prepare referred employee for the experience of w orking with the service provider to insure

the fullest possible utilization of such  services.

(i) Provide referred employee with guidance on using their health benefits plans to ensure that any

pre-certifica tion requ iremen ts are met.

(j) Provide follow-up information to the EAT administrative office on employees referred tar

assistance.
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(11) Maintain confidential records including correspondence relating to the assessment a referral of

District government employee.

(12) Provide monthly reports and other reports to the EAP administrative office as required.

(13) Coord inate data c ollection re garding  treatmen t and interv ention of  referred e mploy ees with

other service providers utilized.

15. RELATIONSHIP BETWEEN DCOPS EAP AND AGENCY EAPS

(a) All agen cy EA Ps mus t address p ersonne l issues relating  to the troub led emp loyee in

accordance  with applicable pe rsonnel regulation s.

(b) Other personnel authorities may enter into a written agreement with the Director of Personnel

to provide LAP services for their employees. However, employee of these personnel

authorities are subject to its procedure.

(c) The Director of Personnel will establish the rate for participation in the EAP based on the

numb er of eligible  emplo yee with in each ag ency utilizin g progr am serv ices and th e overall

program operation and co ntractual costs for each fiscal year.

(d) The Director of Personnel may  authorize the establishment of other employee assistance pro

rams in the District government and ensure their consistency with the provisions contained

herein.

Attachment 1: EAP A ppointment Verification Form

Attachment 2: EAP C onsent for Release of Confidential Information Form

Attachment 3: EAP S upervisory Referra] Form

Attachment 4: EAP Agency Follow.Up Letter
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COPE

incorporated

DC GO VERNMENT
EMPLOYEE ASSISTANCE PROGRAM

APPOINTMENT VERIFICA TION FORM

This is to serve as an official notification that

at am / pmis scheduled for an appointment with the EAP on

has attended his/her scheduled appointment with the EAP on at

am / pm.

Employee Assistance Program Counselor Date

1-800-841-7406 fax: 202-628-5111202-628-5240COPE. Inc.
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incorporated

Anachment 2 of D PM Instructions So :!OB--I

District Government
EAP

Consent for Release of Confidential Information

Case #Name:

I do hereby authorize the District of Columbia Government Employee Assistance Program

to disclose to
(Name of Program. Organization. or Person to Whom Disclosure is Made}

the following information

(Extent and/or Nature of Information to be Disclosed)

for the purpose of
(Purpose or Needfor Disclosure)

I understand that my records are protected under the Privacy Act of 1974, and if a Federal
government employee, the Federal Civilian Employee Alcoholism and Drug Abuse
Confidentiality of Records (42 CFR Part 2). I understand that information about me cannot
be disclosed without my written consent unless otherwise provided for in the regulations. I
also understand that I may revoke this consent at any time, except to the extent that action
has been taken in reliance on this informed consent. I understand that even if I do not
withdraw the consent that this statement of consent shall automatically expire on:

(Specific Date or Circumstance Under Which Consent Will Expire)

Signed on the day of , 19

(Month)(Date) (Year)

Print Name of Employee: Signature of Employee:

Print Name of Witness (EAP Staff): Signature of Witness:

COPE. Inc. 202-628-5240 1-800-841-7406

~
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Anachment 3 of D PM Instructions No 208-4

Confidential
District Of Columbia Employee Assistance Program

Supervisory Referra! Form

General Instructions: The purpose of this fonD is to provide infonDation to the employee Assistance Program
(EAP) regarding an employee's poor work perfonDance when there is reason to believe that the cause may be due to
a personal/health/behavioral problem. It is important that you fill in the infonDation requested to the best of your
knowledge, limiting your responses to the facts, not hearsay and/or assumptions. This infonDation will serve as a
means of assessing the employee's problem and will help the EAP to detennine the necessary steps needed in

assisting the employee in alleviating his or her problems.

Important Note: This form should ONLY be completed by the person making the referral.
(Please Print In Ink Or Type)

Referral Date

Employee's Name:

Social Security Number: --(optional)

Home Address:

Zip CodeCity State

Work Phone: EOD:Home Phone:

Grade:Position Title:

Department / Agency:

Employee's Work Location

Days Off:Shift: To:

Referred By:

Phone Nwnber:Title

Reason For Referral
You are instructed only to fill out the sections below that are relevant to this referral with regard to the employee's
perfonnance in the past six months. If sufficient space is not available, please attach a supplemental sheet.

Nwnber of Extended
Lunch periods

ATTENDENCE

Number of Days Absent

Reasons if Known
.Patterns (if any)

Nwnber of Late
OCCWTenCeS

Unusual Excuses for

Absences

Number of Early

Departures

List type of reasons given (use additional paper if necessary)

Other (Specify)Frequently Leaves

Work Station

(eg, 10 go 10 res/room, waler foUnlain. etc)
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(P~~

JOB PERFORMANCE

Decreased ProductivityEfTatic Work PatternsLower Quality of Work

Impaired Judgement/MemoryIncreased ErrorsFailW"e to Meet Schedules

Inability to get along with co-workers, customers, managersInability to Concentrate

Other (Specify)

Reasons given:

BEHA VIORS DEMONSTRATED

Unusually Sensitive or

hostile to Advice or

Constructive Criticism

Avoids Supervisor or
Co-workers

Loss of Interest or
Enthusiasm

Other (Specify)Frequent Mood SMngsLess Communicative

Unusually Critical of

Supervisor/Co-workers

Disregard for Safety
S upervisor /C 0- workers

Have the above observations been discussed with the employee? Yes ] No

If yes, when? If no, why not?

Yes NoHave these observations been recorded and filed? [

If yes, attached all relevant documents to this referral.

Has a corrective and/or warning interview taken place? Yes ] No

What were the results of the interview? (e.g., Letter of Warning,If yes, when? ~

suspension. etc.)

Manager has discussed need to receive conf1rD1ation of appointment with EAP counselor and asked employee to

sign a release for that pw-pose? [ ] Yes [ ] No

DateSignature of Referring Person

DateEmployee's Signature

District of Columbia Government

Employee Assistance Program

COPE. Inc.

(202) 628-5240

1-800-841-7406
Fax (202) 628-5111

&?:1
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Attachmenl 4 of D PM Inslrucllons No 206-4

Name of Supervisor
Title
Address

Dear:

The purpose of this letter is to provide you with the status of
participation in the District Government's Employee Assistance Program (EAP).

The Employee:

kept the initial EAP appointment of

did not contact the EAP coWlselor

did not keep the initial EAP appointment ofr 1

is following through with the EAP recommendations

is not following through with the EAP recommendations

r has dropped out of the EAP

[ completed all recommendations of the EAP

Comments:

Employee Assistance Program Counselor

cc: employee (sent to home address/marked confidential)

COPE. Inc. 202-628-5240 1-800-841-7-106 fax: 202-628-5111



Section 6

Sexual Harassment

PURPOSE

The purpose of this section is to establish clearly and unequivocally that the policy of the
District of Columbia Fire and EMS Department prohibits sexual harassment by and of its
employees in any form and, to establish procedures by which allegations of sexual harassment
may be filed, investigated, and adjudicated so that all work sites within the Department will be
free from sexual harassment.

AUTHORITY:

Mayor*s Memorandum 92-16, June 8, 1992, Equal Employment Opportunity (EEO) Rules
Governing Complaints of Discrimination in the District of Columbia Government, District of
Columbia Register, (31 DC7R 56(1984), hereinafter cited as EEO Rule. Equal Employment
Opportunity Commission*s Sex Discrimination Guidelines, 29 C.F.R 1604 issued November
1980; see Section 1604.11, Sexual Harassment.

COVERAGE

The provisions of this section govern the processing of all matters involving sexual
harassment in connection with any aspect of the District of Columbia Fire and EMS
Department.

The procedures set forth in this policy apply to matters presently pending or hereafter filed
with the Department.

Sexual harassment is a form of sex discrimination which is prohibited under District of
Columbia laws and regulations, including this section

POLICY

It is the policy of the District of Columbia Fire and EMS Department to maintain an
employment environment free of sexual harassment. Sexual harassment by any employee is
prohibited.

The provisions of this section mandate compliance by all employees (uniformed and non-
uniformed personnel) of this Department.

Prevention is the best tool for the elimination of sexual harassment in the work place.

All employees will be held accountable for their actions or lack of actions relative to sexual
harassment.
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All allegations of sexual harassment shall be filly investigated and corrective or disciplinary action, up
to and including dismissal from employment with the Department, shall be taken as warranted.
SEXUAL HARASSMENT WILL NOT BE TOLERATED IN THIS DEPARTMENT.

DEFINITION:

Sexual harassment shall include unwelcome sexual advances, unwelcome requests for sexual favors,
and other unwelcome verbal or physical conduct of a sexual nature when any one or more of the
following additional factors is applicable to the unwelcome conduct:

1. Submission to unwelcome sexual conduct is made, either explicitly or implicitly, a
term or condition of an individual*s employment;

2. Submission to or rejection of the unwelcome sexual conduct by an individual is used
as a basis for employment decisions affecting that individual; or

3 The unwelcome sexual conduct has the purpose of effect of unreasonably interfering
with an individual*s work performance or creating an intimidating, hostile, or
offensive working environment.

This definition of sexual harassment includes acts that may be psychologically coercive as well as acts
of physical abuse. Sexual harassment may take many forms including, but not limited to:

1. Verbal abuse, e.g., telling sexual jokes/stories, making sexual comments about an
employee*s anatomy, turning work discussions to sexual topics, asking personal
questions about co-worker*s sexual life, etc.;

2 Subtle pressure or requests for sexual activity;

3 Unnecessary touching of an individual, e g, patting, pinching hugging repeatedly
brushing against another employee*s body;

4. Requesting or demanding sexual favors accompanied by implied or overt promises of
preferential treatment relative to employment related decisions and/or status;

5. Visual forms of harassment, e.g., sexually derogatory posters , letters, poems, graffiti,
cartoons, drawings, tapes, movies, and magazines.

Sexual harassment does not refer to occasional compliments. It refers to behavior which is not
welcomed, which is personally offensive, which debilitates morale, and which interferes with the
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work effectiveness of its victims and their co-workers. Sexual harassment is not gender
specific The victim, as well as the harasser, may be male or female and does not have to be of
the opposite sex.

GENERAL REQUIREMENTS AM) COMPLAINT PROCEDURES:

A complaint or allegation of sexual harassment may be flied directly either with the Fire and
EMS Department or the Department of Human Rights and Minority Business Development.
The bringing of a complaint or allegation of sexual harassment to the Fire and EMS
Department, shall not bar nor preclude the complainant from filing a complaint or allegation
with the Department of Human Rights and Minority Business Development and/or with the
United States Equal Employment Opportunity Commission

Note: Department of Human Rights and Minority Business Development
One Judiciary Square, 441 4th St., N.W.
Washington, D.C. 20001
Ninth Floor - (202) 724-1385

United States Equal Employment Opportunity Commission
1400 L St., N.W.
Washington, D.C. 20005
Suite 200 - (202) 275-7377

Allegations of sexual harassment shall be filly investigated, and corrective or disciplinary
action taken if warranted

A complainant (employee) shall be required to swear or affirm that the facts stated in the
complaint are true to the best of his/her belief, knowledge, or information.

Only complaints or allegations of sexual harassment of a D.C. government employee that
concern incidents which occurred within a period of one year immediately prior to the date the
complaint is filed shall be considered. Further, complaints or allegations of sexual harassment
filed by a former employee, who left employment with the Department because of sexual
harassment, if filed within 180 days of separation from the Department, and which are
directed against a person who, at the time of filing, is a District government employee, shall
be investigated.

The complaint file, including all pertinent information and documents, shall be confidential.

In the event an employee believes that he/she has been the victim of sexual harassment, the
employee shall contact the Fire and EMS Department Diversity Management Officer (DM0),
or an Equal Employment Opportunity (EEO) Counselor if it is more appropriate for the
situation,
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within 24 hours of the alleged incident.

The complainant should be prepared to provide valid documentation and information offering
a detailed account of the incident including, names, dates, times, places, and witnesses.

INVESTIGATION AND RESOLUTION:

Within two calendar days of receipt of a complaint of sexual harassment, the DM0 by
authority of the Fire Chief, shall appoint an investigator (EEO Counselor) to fully investigate
the complaint.

The investigation will include, but not be limited to, taking statements from all who may have
knowledge or information concerning the matter under investigation. There will be no
retaliation against employees for reporting sexual harassment or assisting the Department in
the investigation of a complaint. However, failure of employees to cooperate may result in
corrective of disciplinary action.

Within 21 days or less of his/her appointment, the investigator shall submit a fill report
including findings and recommendations. This report shall be forwarded to the DMO. The
DMO shall convene a meeting with the investigator to review the findings and
recommendations, and to determine a course of action to resolve the matter.

The DMO shall convene separate meetings with the complainant and the person against whom
the allegations are made The purpose of these meetings m to inform both parties of the facts
and findings and the proposed course of action to be taken to resolve the matter. Also, at this
time, again both parties will be advised of their rights pursuant to the provisions governing
complaints of sexual harassment.

If a resolution is not accomplished, the DMO may, if warranted, order farther investigation,
provided, that this is not objected to by the complainant, who could elect to proceed with the
filing of the complaint directly with the Director, Department of Human Rights and Minority
Business Development, or with the U.S. Equal Employment Opportunity Commission

Also, if a resolution cannot be reached within the Department, within 60 days, the Fire Chief
shah refer the complaint to the Department of Human Rights and Minority Business
Development, pursuant to EEO Rule 118.11, 31 DCR 56.

The above provisions do not preclude the Fire Chief from taking appropriate corrective action
against guilty perpetrators, as well as an employee or supervisor who provides false
information.



Section 7

Americans with Disabilities Act Program

The requirements of Title II of the Americans with Disabilities Act (ADA) is applicable to
District of Columbia Government agencies. Title II of the ADA prohibits state and local
governments from discriminating on the basis of disability in sponsored activities, programs,
benefits and services. The ADA extends the prohibition of discrimination in federally assisted
programs established by Section 504 of the Rehabilitation Act of 1973, Public Law 92-112 as
amended, to all state and local government sponsored activities, including those activities,
programs, benefits and services that do not receive federal financial assistance.

In accordance with Mayor*s Order Number 94-138, dated May 25, 1994, and with the
American with Disabilities Act of 1990, the agency’s EEO Officer, Ms. Fredreika W. Smith,
is designated as the agency’s ADA Coordinator and Captain Geoffrey P. Grambo is
designated as alternate coordinator. They will be responsible for hearing and resolving

1. Grievances and complaints of noncompliance with ADA regulations and
guidelines; and

2. Requests for reasonable accommodations. 

Complaints or requests shall be submitted to:

Fredreika W. Smith
1923 Vermont Ave., N W
Washington., D C 20001

She can be reached on (202) 673-3396.
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Section 8

Derogatory, Pornographic and Sexually Explicit Material

It is the policy of the Department to prohibit the use or display of derogatory, pornographic or
sexually explicit material of any kind in any Department facility.

Derogatory* is defined as that information or posting which casts any ethnic or religious
group, race, sex, lifestyle or belief in a negative light or which perpetuates negative
stereotypes of any person or group, as set forth in this paragraph.

Given the diversity among employees of the Department, this prohibition is deemed essential
to properly maintain order and discipline. As such, the posting of information or materials as
set forth in the aforementioned paragraph is prohibited. Supervisors, as well as each employee,
will be held accountable to ensure that derogatory, pornographic or sexually explicit material
is kept out of the work place.

Supervisors will periodically inspect their immediate areas of responsibility for compliance.
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